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Foreword Section: 001

Foreword

NASA TechTracS was initially written as a business tool to aid in NASA's processing of
its intellectual property. Since 1994 NASA TechTracs has evolved into a managment
tool which supports all facets of NASA's technology transfer and commercialization
mission. This manual provides valuable and essential information to each centers'
TechTracS DBA. The NASA TechTracS DBA Manual is divided into 4 major sections:

Section 1: Database Administrator (DBA) Operational Functions

DBA operational functions are areas of NASA TechTracS which should only be
performed by the field center disignated DBA. The functions are reserved for the onlythe
DBA because unusual behavior might result from misuse. DBA operational functions
discussed include: 1) Adding, Deleting 4D Licenses, 3) User ID, 4) Constants Table, and
5) List Management.

Section 2: Searching Techniques

When searching for data within NASA TechTracS, a powerful built-in Query Editor is
available to assist in locating data. The Query Editor is usually the first step involved in a
series of user actions whose goal is to locate a set of records and then perform an
operation (ie. Quick Report) on the query result.

Section 3: Output Techniques
Several output techniques which are typically directed to a printer are available to NASA

TechTracS users. Output techniques discussed include: 1) Quick Report Editor, 2) 4D
Write, 3) Letters, and 4) Label Editor.

Section 4: Special NASA TechTracS Functions

Several special functions are available to assist the DBA or user in manipulating or
providing information from NASA TechTracS. Special functions include: 1) NASA
TechTracS Expressions, 2) QRList, 3) Exports of Data, and 4) Apply Formula.
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Updating Licenses
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Overview Section: 002.01

Overview

4D License update is a procedure that only takes place on the 4D Server. It is the means
by which the DBA can increase or decrease 4D Server's capacity to receive
differenttypes of connections. These include 4D Client access, Web connections, 4D
Write connections, etc. A server without 4D Client connections will not allow any users
into the database. Similarly, a server without 4D Write license will keep the users from
using the 4D Write capabilities embedded into NASA TechTracS even though they could
connect and use any other features.
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Getting Started

Section

: 002.02

Getting Started

1. Select the “Update License” item from the “File” menu.

2. The License window appears as shown below.

—License Number Entry

&

Insert the Expansion Pack Disk. ..

Client Connections
“Web Connections
40 Backup

40 Calc

40 Chart

40 Draw

40 Femote

40 Spell

40 wWrite

15

15

Or Add a Temporary License.

Temporary License

00500500

I d

Yalidity :

¥arnrag!

of its license agreerent.

Inzerting the Expanszion Pack Cisk implies that you agree with the terms

Please keep thiz disk in a safe place once you are done.

Check Disk I || 1] 4 I

The license window displays what kind of licenses can be updated on the 4D Server. It
indicates the current number of licenses installed for each component. In the example above,
seven 4D Client connections, ten Web connections, and seven 4D Backup licenses are

installed.
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Adding Licenses Section: 002.03

Adding Licenses

1. Insert the license disk with the components you wish to update. For example, to
update the 4D Write licenses, insert the 4D Write license disk. After the disk has
been inserted, a dialog window is displayed confirming the update. The Check Disk
button located in the lower right corner of the license window must be clicked to
update disks based on Windows 95 or Windows NT.

2. A dialog will display notifying of a successful update and indicates how many
licenses have been added.

License

‘% License Number Entry

Insert the Expansion Pack Disk__.

“Web Connections 10

Successful update!
4D YWrite now has 5 more license (s).

e J |-

Or Add a Tempnrarg License. | Temp-nrarg License

Validity - OO0S00/00

— Farnm gt

Inserting the Expanzion Pack Cisk irmplies that you agree with the terms
of itz licensze agreement.
Pleaze keep this disk in a safe place once you are done.

Check Disk | | 1] 4 I

3. Click the OK button. The license window will display licenses.
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Removing Licenses Section: 002.04

Removing Licenses

In this case, you want to remove licenses from the 4D Server. Considering that we have
added 4D Write licenses, we are going to remove them. We currently have five 4D Write
licenses loaded on the server.

To remove them:

1. Insert your 4D Write license disk (and click the Check Disk button on Windows).

2. A dialog window is displayed prompting you for the license update.

License

‘% License Mumber Entry

Insert the Expansion Pack Dvisk. ..

Web Connections 10

h -
@5 Do you want to transfer this licensze for

4> ¥rite back to the Expanzion Pack?

Canecel I | oK I -

or Add a Tempurarg License. | Temp-urarg Licenze

L=l

Validity : 00500500

— ¥Farnrags

Inzerting the Expansion Pack Dizk irmplies that gou agree with the terms
of itz license agreement,
Fleaze keep this dizk in a safe place once you are done.

Check Disk | | 1] 4 I
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Removing Licenses

3. By clicking the OK button, the licenses are removed from the server and
transfered back to the disk. To cancel this operation click the Cancel button.

4. Click the OK button. The license window will display the revised number of 4D

Write licenses.

license

‘% —License Mumber Entry

Insert the Expansion Pack Disk___

Client Connections
‘eb ConM:ctions
40 Backup

40 Cale

40 Chart

40 Draw

40 Rernate

40 Spell

40 wirite

Or Add a Temporary License.

Temporary License

Yalidity : 00500700

'

T

of its licenze agrocment.

Inserting the Expansion Pack Dhsk implies that you agree with the terms

Flease keep this dizk in a s&fe place once you are done.

Check Disk | | 1] 4 I

In either case, adding or removing licenses, click the OK button to finalize the license update.
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Important Security Notes Section: 002.05

Important Security Notes

It is extremely important for the database administrator to secure the license disks. The disk
cannot be copied. If any license disks are lost, the licenses can not be removed from the

Server.
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Password Guide Section: 003

Password Guide

Overview

Getting Started
Users

Group Management
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Overview Section: 003.01

Overview

NASA TechTracS utilizes a comprehensive user and group password system. Users are
assigned access privileges via groups. Group privileges range from database administrator
access to read only access. Several groups with predefined privileges are provided.
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Getting Started Section: 003.02

Getting Started

On the first sign in to NASA TechTracS, log in with the user name “Administrator” and a
password that will be provided. From the Data Control Panel, click on the Prefs icon. Then
click on the Edit Access button located on the lower right of the following dialog box.

Preferences
Current User
User Name gulmer |L. Gregory Ulmer =5 1
Last Login Date O3/07/2001
Last Login Time 11:58 AM [ Chanae Password... |
General Preferences
[ Remember last selection [ Confirm before cancel
A Trap error messages ¢ Confirm Saves
[ Add records one at a time ] Hold Print Jobs
b Automatic Sets ] Suppress Status Check
] Automatic Sort [J Suppress Tips
[ case Number Prefix [ Info Messages On
[ Personal Agent [#f Show Clock in Control Center

“our tasks and print jobs will be processed
lozally while the Queue Manager window is
Open.

[ Reload Lists | [ MvyTables... |

Miscellaneous

[ Reset Windows & Columns |

The users and groups management window is displayed. In the default state only technical
support users are available. Field center users who need access to NASA TechTracS must be
entered.
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Getting Started
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Section: 003.03

Users

Adding Users

| passwords [

Edir User... -~
o

MNew Lser...

N

Edit Groun

MNew Gro up

s R elorE

PR
I LFLEE]

1 5

480

Plug=ins ACCEss, .

To create a new user, select the *
“ Passwords™ menu.

New User”™

item from the

i

4 characters or more

—Edit User
Uzer Marne:  [sfirstName Lastbame:
L
Pazs st :
Startup Method: | |
Last Use [o0/00/00 |
Mumber of Uses | |I:I |

Default Owner of Objects created by this User:

41l Groups
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Section: 003.03 Users

User Names are normally entered in the form: "Firstname Lastname". Passwords should

be 4 characters or more and contain a mix of letters and numbers. Do not create an

account without a password. For instance, "A1BCD4" is a correct password. Do not use

first names or any word that can be guessed for a password and do not create an account

without a password.

The Startup Method field must be left blank and the other fields should not be modified..
Deleting Users

There is no specific way to delete a user. If a user needs to be removed, the best solution
is to change the user name. To do this:

1. Highlight the user name to be removed.
2. Select the Edit User item from the Password menu or double-click the user name.
3. Rename User Name to Available Slot #.
4. Type garbage into the password field.
Use a number, 1 through ..., at the end of Available Slot. Duplicate names should not be
entered in the Users list.

Modifying Users

To modify users double click on the user name. A dialog is displayed where the user
name and password can be changed.

NOTE: Passwords cannot be seen by anyone including the Administrator.
Therefore, if a password is forgotten you must assign a new one. To
modify a user simply double-click on the users name and modify the
settings.
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Group Management Section: 003.04

Group Management

It is not necessary to create any new groups other than the ones available in the template
provided at the first login. NASA TechTracS does not support privileges for any additional
groups.

Modification of the Default Center Specific Group

Each Administrator is required to modify the Group Name of the "XYZ-", "XYZ TTO", and
"XYZ Patent" group. Double-click on the group in the upper right window to access its
properties. The XYZ portion must be replaced by the field center code. The list provided below
will help to identify the field center code.

Kennedy Space Center KSC
Marshall Space Flight Center MFS
Langley Research Center LAR
Goddard Space Flight Center GSC
Agency Wide HQ

Glenn Research Center GRC
Stennis Space Center SSC

Johnson Space Center MSC
Dryden Flight Research Center DRC
Jet Propulsion Laboratory NPO
Ames Research Center ARC
Headquarters Unique HQN

TechTracS DBA Manual Page 1
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Adding Users to a Group

Once all the users have been created, the Administrator can start adding the created users into
the appropriate groups. To add a user to a group, select the user name by clicking once. Hold
the mouse button down and drag the user name over the top of the group and drop the user
name into the group by releasing the mouse button.

) Fasswords =
Frers... Treups ...
[uaigrar - Elhnhp = |
.il: R [ |
. Aatn dpmat =-1,"| |
FuT g Pl
iTHEe Tahsa oy
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. Jigin Wl Ayl .l.l Wi Pl
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B i [T
= e T =|'.|.|rc-c|--h:
Fateat [
Chriciks .Hﬁ-\.
I chricteRc P =sFrbaze Sz e
tat umsr .-\.'-'F!hln.'h:miq'r
I =l [ 25 bane L icones
. i .H.b i :!mh-g;.l
. ashirkey .I"-.l:- o TR
tat Pubdic M Sgscwma
I [ Pubdis i eevig
. [ Spr— = .l"\.ll.-n\.l"-.ml-n' ]
.m-.-.-.- - .uu.nm Tl
. R ] . jibwi
=Pr\+r| . FrTTe
Taihre:mgy
. AH Yiewr TT
[ A1 Yeen P
. £ L]
[ veiete
.l. anr i md
[ st = j
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The upper left pane is a list of all the users and the upper right pane is a list of the
groups. In the lower left pane, the Administrator can see which groups the selected user
is in. In the lower right pane, the Administrator can see which users are in the selected
group. The Administrator must be aware of the importance of assigning a user to the
appropriate group. The first task of the Administrator at this point is to set the users in
either the XYZ TTO group or the XYZ Patent group depending on their function.
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Group Management Section: 003.04

Removing Users From a Group

To remove a user from a group, click the group name from which the user is to be removed. In
the lower right window click and drag the user name outside the window and release the mouse
button.

Saving Users and Groups

When all of the users and groups have been configured they can be saved to a file. Saving
this information to a file allows for easy retrieval in the event corruption occurs or when
a new version of NASA TechTracS is released.

1. Select the “Save Groups” item from the “Passwords” menu.

2. Adialog will appear allowing you to enter a name for the saved groups file. Please
follow the file naming convention as depicted below. This naming convention is
appropriate because it identifies the file in three ways:

A: Field Center site code.
B: Date the users and groups file was saved.
C: Time the users and groups file was saved.

Passwords Qilli

Edit User...
Mew User.. 88N

Edit Group...
MNew Group...

Save Groups..

|
LUGW I VU S...

Plug=ins Access...
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Section: 003.04 Group Management

| 52 UsersNGroups | % | = Macintosh HD
@) LaRC UNG 3-6-00 <l [ EHect |
[ Desktop
|| New
S5ave groups and users as: [ Cancel
ung 3-04-0( H —_— “

Loading Groups
In the event users and groups require loading, perform the following steps:
1. Select the “Load Groups” item from the “Passwords” menu.

2. Select the file you want to restore and click the Open button.

Edit User...
Mew User.. 3EN

Edit Grounp...
Mew Group...

Save Groups...

Plug=ins Access...
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Creating Startup Keys For Users Section: 003.04.01

Creating Startup Keys For Users

TechTracs Key

Startup Keys provide a simplified method for users to access NASA TechTracS. 4D
allows the users to automatically startup NASA TechTracS by simply double-clicking
on their Startup Key.

Startup Keys can be created in two ways:

1. Opening NASA TechTracS without a password prompt.
2. Opening NASA TechTracS with a password prompt.

For security purposes, it is recommended to set up user keys without the automatic
password. To create a Startup Key, select the “Save Path Without Passwords” item from
the “Passwords” menu. “Save Path” creates a key that will open NASA TechTracS
without a password prompt. “Save Path without Password” creates a key that will open
NASA TechTracS and asks the user to enter their password.

Help

Edit User...
MNew Liser... B

Edit Group...
New Group...

Save Groups...
Load Groups...

Save Path...
Save Path without Password...

Edit Plug=in Access...

For complete descriptions of the NASA TechTracS groups see Appendix B.
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4D Write License Limitations Section: 003.04.02

4D Write License Limitations

The Auto Agent must be put in the 4D Write group in order for Auto Agent print jobs to
process. Therefore, if there are no 4D Write licenses on the server and the Auto Agent tries
to print something in it’s queue, an error will appear.

The Auto Agent will consume 1 4D Write license, however, if there are users that need 4D
Write to create documents, more licenses will be required. If there are two 4D Write user
licenses then only two users at a time are allowed to use 4D Write.
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Section: 004

Constants Table

Overview

Site Constants
Contract/Grant Site Document Policies
Miscellaneous Settings

Auto Printer Settings

Site Document header
E-mail Settings

Auto Agent Control

Wide Area Network Control
Automatic Scans

Process Stack Settings

TOPS Objectives

NASA eNTRe Settings
World Wide Web/ TechFinder
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Overview Section: 004.01

Overview

The Constants Table contains items of information for NASA TechTracS about settings
and values for each Field Center and their methods of operation. There is only one record
in the Constants Table which is unique to each Field Center. This record will load
automatically when Constants is selected from the Data Control screen.

From the Constants Table, the DBA can control everything from automatic form
generation of reports to the advanced WAN capabilities of the AutoAgent machine.
Exercise caution when editing the Constants record. Some of the settings can have
dramatic effects on NASA TechTracS users and the way NASA TechTracS operates.

This chapter provides a guide of the features of the Constants record and explains the
function of each item. There are 10 screens of information and settings that can be
accessed from the More button.
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Site Constants

Section: 004.02

Site Constants

O Constants: 1 of 1 records in selection H) =]
Site Constants |CG Site Doc. Policies |[Misc. Settings ||Auto Printer Settings |[Site Doc. Headers |-/ [ {[*
Site Prefix Code |S5C- Mext Technology Case # (00135
Installation Name |Stennis Space Center |
Installation Address (SSC, MS 38529-6000 |
Zip Code (38529
Contract/Grant Prefix [NAS13
T.1.0.Name | |
T.1.0.Title [Technology Transfer Officer |
1.1.0. Phone | |
T.1.0. Mail Stop | |
Patent Counsel Name [Patent Counsel B
Patent Counsel Title | |
Patent Counsel Phone [(915)|790-8855 [[102 |
Pat. Counsel Mail Stop | |
COSMIC | B
Database Administrator |D|:|ug Wall B
IDSequence Start | 2400000
? R

The Site Constants page contains information NASA TechTracS uses to differentiate and
customize the field centers.

Site Prefix Code

A three character code followed by a hyphen (e.g.: KSC-) that is used as a default

prefix to all new Technology records.¥

TechTracS DBA Manual
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Section: 004.02 Site Constants

Next Technology Case #
NASA TechTracS automatically assigns a case number to new technologies. This
field sets the case number starting point. Each subsequent new technology is
incremented by one. The user may override the calculated case number, if desired.t

Installation Name
The official name of the Installation (e.g.: John F. Kennedy Space Center) which is
used in various reports.t

Installation Address
The official address of the Installation (e.g.: Kennedy Space Center, Florida 32899)
which is used in various reports.t

Contract/Grant Prefix
Normally, a five character code followed by a hyphen (e.g.: NAS10-) that is used as a
default prefix for all new Contract/Grant records.t

T.T.O. Name/Title/Phone/Mail Stop
Four fields of information identifying the Technology Transfer Officer at the Field
Center. This information appears in various reports and on some correspondence.

Patent Counsel Name/Title/Phone/Mail Stop
Four fields of information identifying the primary Patent Counsel at the Field Center.
This information appears in various reports and on some correspondence. Use the
green business card button to activate the People Selector screen in order to select the
Patent Counsel from the [People] table.

COosSMmIC
The name of the organization responsible for computer software evaluation, normally
COSMIC. Use the green business card button to activate the Company Selector
screen in order to select the record from the [Company] table. This information is
used to correctly address Form 702 (request to evaluate new technology) and its
envelope.

Database Administrator
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Site Constants Section: 004.02

The field is to identify the people record of the Database Administrator at the field
center.

t. Pre-established fields for each field center that do not need to be changed
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Contract/Grant Site Document Policies Section: 004.03

Contract/Grant Site Document Policies

[1 =——— Constants: 1 of 1 records in selection=—"————FIH

Site Constants | CG Site Doc. Policies ]Hisc. Settings ||Auto Printer Settings |[Site Doc. Headers |[E- . [4]»
Initial Letter
4 To Company {Series II]I],II]I,II]E]E
|:|.Tu Contracting Ofcr.Tech Rep (Series 110,111,112}

Interim Letter
[ To Company (190) E days before Contract Anniversary.

Request for Final Report
[ To Company (In Closeout) (Series 160,161,162)
or
[ To Company days before Contract/Grant Complete date.

[[] To COTR {In Closeout) {Series 170,171,172)
or [ Certification of Compliance {(175,176,177)
A4 To COTR days before Contract/Grant Complete date.

Followup Letter

[ Send followup letter E days after initial letter.
B4 Flag for followup days after initial letter to |N1T5 Support |

Boxes checked indicate letter will be generated autormatically.

? (=~

The settings indicated on this page of the Constants record are used to specify the
default settings for new Contract/Grant records. Individual Contract/Grant record
settings may be specified if desired. Setting any of the check boxes will cause the
indicated documentation to be produced at the appropriate time. The specified number of
days in some of the options will be applied to the rules that NASA TechTracS employs
during the Contract/Grant Scan phase.
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Section: 004.03 Contract/Grant Site Document Policies

Initial Letter
To Company (Series 100,101,102)t
To Contracting Ofcr. Tech Rep (Series 110,111,112)f

Interim Letter
To Company(190) [nn] days before Contract Anniversaryt

Request for Final Report
To Company (In Closeout) (or) To Company [nn] days before Contract/Grant
Complete Date.
To COTR (In Closeout) Certification of Compliance (or) To COTR [nn] days before
Contract/Grant Complete Date.

Followup Letter
Send followup letter [nn] days after initial letter
Flag for followup [nn] days after initial letter to a designated individual in the drop
box.

t. The series numbers refer to the 4D Write documents used to prepare the correspondence
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Misc. Settings
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Other miscellaneous settings as described below.

Technology
Form 666 Approval Name ( locate the person in the People table via the icon)
Automatically Generate 433 Ticket
Automatically Generate Tech Innovator Check Receipts
NTR COTR is Project Manager (assign Project Manager from COTR in NTR view).

Contract_Grant
[nn] number of SBIR Purchase Request (for KSC- only)

Parntership
[yyyy] Partnership Year
[nnnnn] NASA FTE to Dollar Conversion Factor

FACS
[yyyy] FACS Years
[m] FACS Month

Versions
[nnnn] Recommended 4D Version - when a user logs in to TechTracS their version of
4D Client is compared to the value in this field. If they do not match, a dialog is
presented to the user informing them that they are not using the recommended
version and inviting them to visit the support web site where the proper version may
be downloaded. The four digit number is structured thus: digits 1-2, version number;
digit 3, update number; digit 4, revision number. For example, 4D version 6.5.8
should be entered as "0658".

[button] Set From This Client - click this button to place the version of the currently
executing 4D application into the Recommended 4D Version field in the proper
format.
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Auto Printer Settings

[1 =——— Constants: 1 of 1 records in selection=—"————FIH

[Site Constants |[CB Site Doc. Policies |[Misc. Settings | Auto Printer Settings |Site Doc. Headers |[E-.../ | {[*
Action Report Copies Action Follow=-up Doc.
[ Generate Letters and Envelopes [J Autoswitch Trays
Default Printer Name [KS5 Primary |
Default Printer Zone |Internal |
Default Printer Type |LaserWriter |
Default Printer Driver |LaserWriter B |
Def PZone [Internal | (1 Gen Env Automatically
Envelope Printer Name |
Envelope Printer Zone |
Envelope Printer Type |
Envelope Printer Driver |

Letter Tray Mumber Envelope Tray Number
Legal Tray Mumber Alternate Tray Number

? (=~

The Auto Printer Settings page sets up all of the default information for Auto Agent printing.

Action Report Copies [n]
Specify the number of copies of the Action Item Report to be printed. The report is
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Section: 004.05 Auto Printer Settings

printed automatically once every Monday and lists all incomplete Action Items that
are due for completion within the subsequent 14 days.

Action Follow-up Doc. [nnnn]
Enter the code of the Document to be used when generating Action Item Follow-ups.
See Action Item section for more details.

Generate Letters and Envelopes
This is the overall switch for instructing NASA TechTracS to generate letters and
envelopes when user activities in the [Contract/Grant] and [Technology] tables meet
the programmed documentation rules.

Autoswitch Trays
Check this box only if you have a printer that supports switching of trays. Currently
this is limited to the LaserWriter printers from Apple Computer that have either
envelope or multipurpose trays or both.

Default Printer Name/Zone/Type/Driver
Enter, or select from the Popup Choices Window, the specifications for the primary
NASA TechTracS printer. These values must be present and correct in order for
NASA TechTracS to generate documents automatically.

DefPZone
The default zone for a printer if a zone can not automatically be determined.

Gen Env Automatically
This check box determines whether NASA TechTracS will automatically generate
envelopes for those documents that indicate it.

Envelope Printer Name/Zone/Type/Driver
Enter, or select from the Popup Choices Window, the specifications for the primary
envelope printer. These values must be present and correct in order for NASA
TechTracS to generate envelopes automatically. Typically these fields are the same
as for the Default Printer specified above.

Letter/Envelope/Legal/Alternate Tray Numbers
Enter the numbers indicating the tray configuration for the printer. For Apple
LaserWriter printers, the following numbers are used:
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500 Sheet Feeder (if installed):
Multi-purpose (manual feed) tray:
250 Sheet Feeder (standard):
Envelope Feeder (if installed):

w N - O
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Site Document Header

Section: 004.06

Site Document Header

[1 =———— Constants: 1 of 1 records in selection HE
[Site Constants ||C6 Site Doc. Policies |[Misc. Settings ||Auto Printer Settings | Site Doc_ Headers [p- ¢

EPS - for Macintosh

John C. Stennis Spac e Center

Sternis Space Cerfer, b3S

WMF - for Windows

=

This page contains a single picture field into which a letterhead image may be pasted. The
letterhead will appear on all forms and letter where appropriate. For the highest output

quality, a picture with encapsulated postscript (eps) should be placed here.
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Email Settings

[1 =——— Constants: 1 of 1 records in selection=—"————FIH

[CG Site Doc. Policies |Misc. Settings |[Auto Printer Settings |Site Doc. Headers | E-Mail Settings |a__' [4]»
[] Activate E-Mail Handling;

TechTracS SMTP Mail Host |mail.knowledgesharing.com |
TechTrac5 POP3 Mail Host |mail.knowledgesharing.com |
TechTracS POP3 Account Name [test.techtracs |

TechTrachs Reply Address |test.techtracs@knleedgesharing.cnm
TechTracS POP3 Password [GRGOGGEGEE

TechAlert Document |:|

[ Disable Public Release Emails

? (=~

NASA TechTracS has various electronic mail handling capabilities. Properly configured
NASA TechTracS can notify a selected list of recipients whenever a new technology item
has been approved for publication. This advance notification, or Technology Alert, can
assist NASA in disseminating information about new technology well ahead of the
information's actual publication through traditional means. The Tech Alert message can
be activated for particular cases by clicking the Send TechAlert button on the Tech
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Evaluation screen in the Technology table.

Activate E-Mail Handling
Turn on the e-mail system. This turns on a process on the AutoAgent that
periodically checks for incoming mail and responds appropriately. 1

TechTracS SMTP Mail Host
The internet address of the mail server used to send out-going e-mail.t

TechTracS POP3 Mail Host
The internet address of the mail server used to receive incoming e-mail.t

TechTracS POP3 Account Name
The account name the Auto Agent uses to login to the mail server. Each field center
Auto Agent uses a unique login. The format is field center code +
techtracs@knowledgesharing.com.t
(ex. ksc.techtracs@knowledgesharing.com)

TechTracS Reply Address
The e-mail address to which any replies should be sent.

TechTracS POP3 Password
The e-mail password for the account name specified in “TechTracS POP3 Account
Name”.t

TechAlert Document
The record in the Documents table used when a TechAlert is sent.

Disable Public Release Emails
Checking this box causes all Public Release E-mail messages to be disabled. (ie: No

e-mail will be sent when a record is released to the public.)

t. Pre-established fields for each field center that do not need to be changed.
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Auto Agent Control

[l =—————— (onstants: I oT | records In selection

L]
_

15
]

[Mice. Settings || Auts Printer Settings |[Site Doo. Weaders [[E-Mail Gettinge | Auto Agent Contral fwa ' |41+ |

Activate Auto Agent Task Hamdiing 7' repeatevery | 1 | minutes
PR a P n P - — . s T =.—=a a:al
ACTIVATSE ALUTO AQent scanning | L ance par aay at k Sl Al :.

Artivate Auto Reminder System I every| 5 [ minutes
1 v

NextNo Standalone ]

<=3

Gy

The AutoAgent Control screen has a number of options that control the behavior of the
AutoAgent. Once the AutoAgent is running on a client workstation (usually dedicated to
the job of running the AutoAgent), its operations can be controlled from the AutoAgent
Control screen from any client workstation in the NASA TechTracS network.
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Section: 004.08 Auto Agent Control

Activate Auto Agent Task Handling repeat every [nn] minutes
This is the overall switch that instructs the AutoAgent to perform the tasks that have
been submitted to it. These tasks are shown in the Active queue in the Process Queue
Manager window. Specify how many minutes the AutoAgent should wait before
checking for more tasks. Normally 2 minutes is appropriate.

Activate Auto Agent Scanning once per day at [nn:nn PM/AM]
This is the overall switch that instructs the AutoAgent to perform daily scanning
tasks. See next section for more details. Specify the time of day (in military time
format) that the Automatic Scan should take place. This is typically set to the early
hours of the morning, say 1:00 AM. This will provide sufficient time for NASA
TechTracS to scan the database and produce any required reports or correspondence
before the start of the normal working day.

Activate Auto Reminder System every [nn] minutes
Individual users can create rules in the reminder system. When a reminder rule, or

event, is activated, it will appear in the Reminder window and can send an e-mail to
alert the user that a Reminder event has occurred.

t. Pre-established fields for each field center that do not need to be changed.
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Wide Area Network Control

[l =—————— (onstants: I oT | records In selection

O
_ I

L

[Auts Prister Sattings ||Gite Das. Meaders |[E-Mail Settings |[Auts Ageat Contrat | 'WAH Cantral [aute ' | 4] 'ri
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O Log WANErrors Only Burst Maximum (recsj |4 t
L] AutoWAM nventory Records Cycle Delay (mins) |2 E
1 Hold Multimedia Records M Clear Binds After Each Tpele

] Lead Email Notification [[] Hold Cannaction Open

[ Forward to Upsiredim Servers
[TechTrach 5erver 1
| [0 Activate WANto Server 1 Address |199.72.165.225
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|
| User Name [AWAUser | Password R EEGER i
|
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The NASA TechTracS WAN is an AutoAgent process that replicates new records or
record changes from the field centers to the Agency Wide NASA TechTracS Database at
NASA Headquarters. From there, records marked as public access are replicated to the
NTAS TechFinder machine for web searches and to the National Technology Transfer
Center (NTTC) for public information assistance. At the Field Center level, the
AutoAgent is responsible for replicating records across the WAN to the Agency Wide
NASA TechTracS Server. The Agency Wide AutoAgent replicates records to the NTAS
NASA TechTracS Server and NTTC NASA TechTracS Server. The NTAS NASA
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Section: 004.09 Wide Area Network Control

TechTracS Server does not utilize an AutoAgent and does not replicate records. The
NTTC does utilize an AutoAgent, but it does not replicate records.

The NASA TechTracS architecture contains three levels of machines; Field Center,
Agency Wide, and Public Access. These machines duties are defined by their place in the
architecture as illustrated by the figure below.

o 8
NTTC NTAS S o
3 8
% i o <L
A;;endy 'S
Wide I

a k %
IR o5
KSC LaRC ARC || @ *5'
Lo

Diagram of the Wide Avea Network structure
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Wide Area Network Control

Section: 004.09

Activate Forward to WAN Data
WAN Data Server | Server 2 Upstream Post WAN
Collection Servers Stats
NTAS, NTTC OFF OFF OFF OFF OFF
Agency Wide OFF ON ON OFF ON
Field Center ON ON OFF N N
Seirings of the three levely of implementation for the WAN Conirol Page

Activate WAN data collection

This option causes the AutoAgent to create WANpost records. WANpost records
comprise a queue of changes in the local NASA TechTracS database that can be
replicated to Agency Wide. This option is normally only activated at the Field Center

level.

Log WAN Errors Only

When this option is checked the detail of the WAN log includes not only errors, but
all WAN actions. This option is used for support purposes only.

AutoWAN Inventory Records - Not currently used.

Hold Multimedia Records

Prevent the WAN delivery of images to the Agency Wide Server.

Lead Email Notification - Not currently used.

Network Protocol [TCP]
TCP is the protocol of choice on the internet.

Burst Maximum (recs) [n]

The maximum number of records sent in one WAN connection. A burst size of 500 is

typical.

Cycle Delay (mins) [nn]

The delay between WAN connections. A delay of 1 minute is typical.
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Section: 004.09 Wide Area Network Control

Clear Binds After Each Cycle
Used for testing and diagnostic purposes only. Please ignore.

Hold Connection Open
Used for testing and diagnostic purposes only. Please ignore.

Forward to Upstream Servers
Replicate database changes, if they are public access, to NTAS and NTTC. If this
option is deactivated, no records will be replicated from Agency Wide. This option is
usually only activated at the field center.

Activate WAN to Server 1, Address [nnn.nnn.nnn.nnn]
At the field center level, Server 1 is the Agency Wide NASA TechTracS Server. At
the Agency Wide level, Server 1 is the NTAS NASA TechTracS Server. At the
NTAS and NTTC level, this option is deactivated.

Perform WAN Data Posting
If Activate WAN Data Collection is selected, WANPost records are created when the
database is changed. When Perform WAN Data Posting is activated, those WANPost
records are replicated to the NASA TechTracS Server defined by the address in
Activate WAN to Server 1. If Perform WAN Data Posting is deactivated the
WANPost records will continue to accumulate.

Search & Execute WAN Jobs
When this option is activated, the field center Auto Agent, during a WAN connection
to the Agency Wide NASA TechTracS Server, will look for special jobs to execute.

Activate WAN to Server 2, Address [nnn.nnn.nnn.nnnj
At the field center level, this option is deactivated. At the Agency Wide level, Server
2 isthe NTTC NASA TechTracS Server. At the Agency Wide level, Server 1 is the
NTAS NASA TechTracS Server. At the NTAS and NTTC level, this option is
deactivated.

Perform WAN Data Posting
If Activate WAN Data Collection is selected, WANPost records are created when the
database is changed. When Perform WAN Data Posting is activated, those WANPost
records are replicated to the NASA TechTracS Server defined by the address in
Activate WAN to Server 2.
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Automatic Scans

[l =—————— (onstants: I oT | records In selection
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{
|
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The Automatic Scans screen controls AutoAgent activities during its once-per-day scan
of the database.
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Scan for Contract/Grant Automatic Letters. Contract/Grant scan now...

button.
Check this box in order for the AutoAgent to scan every Contract/Grant record in the
database. Each Contract/Grant record is checked against a set of rules that determine
whether any action, such as printing a letter, is required. If such an action is required,
NASA TechTracS places a suitable task on the Active queue for automatic
processing. Click the Contract/Grant scan now... button to cause the scan to be
execute immediately rather than wait for the next scheduled execution.

Scan Patent Statistics
When checked, this option will cause the AutoAgent to examine the database during
the once-per-day scan and gather statistics for reporting purposes. This information
is ultimately uploaded to NASA TechTracS at NASA HQ.

Scan for Total Patent Statistics
This option is only appropriate for the Agency Wide level. When checked, this
option will cause the AutoAgent to examine the database during the once-per-day
scan and accumulate Field Center statistics for reporting purposes.

Scan for Action Item Report
Check this box to cause the AutoAgent to produce the Action Item Report
automatically every Monday.

Scan for Action Item Follow-up. Action Item Follow-up now... button
Check this box to cause the AutoAgent to scan all Action Items to see if any items
require a follow-up letter to be printed. If properly configured, enclosures and an
envelope may accompany the letter. Click the Action Item Follow-up now... button
to cause the scan to be execute immediately rather than wait for the next scheduled
execution.

Automatically Purge after [nn] Days
Check this box and specify the number of days before completed AutoAgent tasks
are automatically purged from the database. AutoAgent tasks, when complete, are
placed in the Completed queue where they accumulate. Individual tasks may be
requeued to the Active queue or deleted, or all completed tasks may be deleted, by
clicking appropriate buttons in the Queue Manager window. If the Automatically
Purge check box is checked, the AutoAgent will remove all completed tasks from the
gueue afte the specified number of days has elapsed.
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The final three options (Scan for NASA Form 1546, 1548, 1661...
These check boxes will cause the AutoAgent to examine Technology Innovator
records to see if any Innovators are due to be reported to NASA HQ on the
appropriate form for awards processing. If so, and there are at least as many
Innovators to be reported as specified in the Minimum fields, the appropriate form
will be printed. The reports are printed in draft form only so that they can be
checked for accuracy. If, or when, the information is accurate, the report must be
printed by a manual request in order for the database to be properly updated.

Perform NASA eNTRe Scan
The AutoAgent will scan the shadow table for any eNTRe records that require
further action.

Archive Contract_Grant on TechFinder after xx Months
When activated, removes a public Contract_Grant record from the TechFinder web
site after the specified number of months from the Award Date of the Contract.

Quit Auto Agent After Scan is Complete
Stop the Auto Agent after finishing the scan and or quit 4D Client automatically.

Redirect Auto Agent Generated Tasks to User...
Forces certain tasks and print jobs into the Personal Agent Queue of he specified
user.
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Process Stack Settings

[l =—————— (onstants: I oT | records In selection
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Some processes in NASA TechTracS require more memory than others. The process
stack settings allow the memory allocation to the individual processes to be fine tuned.
Every field on this screen represents the number of kilobytes of memory set aside for
various processes on the NASA TechTracS AutoAgent. These setting should only be
changed under the guidance of Technical Support.

The Multimedia Picture Size Limit is used to warn users when they try to paste very large
images into the [Multimedia] table.
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TOPS Objectives
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Default TOPS Objective for new [TOPS] records.
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NASA eNTRe Settings
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The values of the NASA eNTRe Settings page deal with the automatic emails that are triggered
by stages in the New Technology Report review process.
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Record in queue for NASA NT Rep.

Email NASA NT Rep. Checkbox
When a record is available for the NASA NT Representative to review, they are sent an
automatic email if this field is activated.

After Checkbox
If the NT Representative has not reviewed a record, they are sent an automatic reminder
email if this field is activated.

xx days, remind COTR
If the After Checkbox is activated, this field value is the number of days before an
automatic reminder email is sent to the NASA NT Representative. That is, after a record
has arrived for review.

Record in queue for NASA COTR

Email COTR Checkbox
When a record is available for the NASA COTR to review, they are sent an automatic
email if this field is activated.

After Checkbox
If the NASA COTR has not reviewed a record, they are sent an automatic reminder email if
this field is activated.

xx days, remind COTR
If the After Checkbox is activated, this field value is the number of days before an
automatic reminder email is sent to the NASA COTR. That is, after a record has arrived for
review.
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COTR Approves Report

Email NASA NT Rep. Checkbox
If the NASA COTR approves a New Technology Report, the NASA NT Representative
is automatically email if this field is activated.

Email Company NT Rep. Checkbox

If the NASA COTR approves a New Technology Report, the Company NT
Representative is automatically email if this field is activated.

COTR Denies Report

Email NASA NT Rep. Checkbox
If the NASA COTR denies a New Technology Report, the NASA NT Representative is
automatically email if this field is activated.

Email Company NT Rep. Checkbox
If the NASA COTR denies a New Technology Report, the Company NT Representative
is automatically email if this field is activated.

NASA NT Rep Accepts Report

Email NASA COTR Checkbox
If the NASA NT Rep accepts a New Technology Report, the NASA COTR is
automatically email if this field is activated.

Email Company NT Rep. Checkbox
If the NASA NT Rep accepts a New Technology Report, the Company NT
Representative is automatically email if this field is activated.
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NASA NT Rep Rejects Report

Email NASA COTR Checkbox
If the NASA NT Rep rejects a New Technology Report, the NASA COTR is
automatically email if this field is activated.

Email Company NT Rep. Checkbox
If the NASA NT Rep rejects a New Technology Report, the Company NT Representative
is automatically email if this field is activated.
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World Wide Web/ TechFinder
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The World Wide Web/TechFinder screen has features that relate to the NASA Technology
Access System (NTAS) or TechFinder web site. The main URL for NTAS is:

http://technol ogy. nasa. gov
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Default TechFinder Request for More Information URL/CGI
This value in only used on the NTAS server. If the Enable Request More Info Redirect
(NTAS Only) checkbox is activated, requests for more information will direct the web
user's browser to a web address specified by the Default TechFinder Request for More
Information URL/CGI field or a corresponding value in Technology, TOPS, Success
Story, or Contract_Grant records. The TechFinder Request for More Information
URL/CGI field in the other tables takes precedent over the value in [Constants]. If
neither value is available, the web user's browser will not redirect.

The web address in [Constants] is treated as a CGI automatically and is normally set for
a web server at the National Technology Transfer Center (NTTC). General user
information and the requested record case number/contract number are submitted to a
CGl at the NTTC.

Click the Open URL button to the right of this field to open the specified URL in a web
browser.

Default Technical Support Package (TSP) URL
Many technologies released to the NTAS public web site have Technical Support
Packages available. A field center may have a web site they would like all inquires for
TSPs to go through. All Technology records have a Technical Support Package URL
field. When the TSP Exists checkbox is activated, the Default Technical Support Package
(TSP) URL/CGI value is used. The field center can change the value in the technology
record if appropriate.

Click the Open URL button to the right of this field to open the specified URL in a web
browser.

Path to WWW Data Folder
This value is only used on the NTAS Server. The destination path used for the
TechFinder data export. The data is then indexed by a Full Text web search engine
(Microsoft Index Server). The information is then available for searches on the web
through the search engine at NTAS.

Last WWW Run
This field is reserved for technical support use.
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World Wide Web/ TechFinder Section: 004.14

Enable Request More Info Redirect (NTAS Only)
This value is only user on the NTAS Server. When this checkbox is activated, the Default
TechFinder Request for More Information URL/CGI web address is used for web
browser redirects after a request for more information on NTAS.
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List Management

Overview
Noise List
Keywords

TechTracS DBA Manual Page 1



Section: 005 List Management

Page 2 TechTracS DBA Manual



Overview Section: 005.01

Overview

Records in the List tables are used in popup menus throughout NASA TechTracS. They
determine classifications, dollar amounts, and many other choices. Many of the popup lists
can be edited to suit the needs of a particular field center. However, care should be taken
when editing lists. Consult with Technical Support before editing lists.
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Noise List Section: 005.02

Noise List

Another list in the List Table is the noise list. This list contains noise words such as the, a, an,
of, and many more. The noise list is only used when NASA TechTracS automatically generates

keywords from the titles of Technology, Contract Grant, and Success Story records. Records in
the noise list are not used as keywords.
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Keywords

The [Technology], [Contract Grant], [Success Story], [People], [Company], and [TOPS] tables
also have their own list of keywords. The [Technology] keywords are stored in the
[KeyTechnology] table, Contract Grant keywords in the [KeyContract] table and so on. These
keywords can be added at the discretion of the user from the keyword lookup screen.

|? Keywords |

CAT

Crata

GROUND S TER
E &SUR NG

FE &L —
Sweztern
TIME

KeyWords Scrollable List Area

The purpose of the Keywords List is to allow the user to view and manage keywords
associated with the current record.

The Keywords scrollable list area shows all the keywords currently associated with the
selected record. The interface for the Keywords list on the input form allows you scroll
through the keywords associated with the current record, let's you add ("+" button) or remove
("-" button) a keyword from the list and displays the number of keywords associated with the
record. To add a new keyword to the list, click on the "+" button within the keyword
interface on the input form. This will open the Keyword Entry dialog box (this dialog will be
discussed below) and from there you will be able to select and add a keyword to the list for
the current record. To remove a keyword from the keyword list, go to the keyword list
interface on the record window and highlight the keyword that you want to remove by
clicking on it once. After you have highlighted the word, move your mouse to the "-" button
and click on it. The keyword will then be removed from the list.
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Keywords

Kevword Entry for Company

Type Keyword 5 Selected Kevwords b

GEAR CABLE

c d

Or Choose Keyword o

GEAR =
GEMERAL

Generated
GEMERATION
GEMERATOR
GEMERATORS
GED-RECTIFICATION
GED-SPATIAL

>

17 Keywords found.

7 (pone J i

Keyword Entry Dialog

The Keyword Entry Dialog is where you can add or remove a keyword to a list of keywords
associated with a record. You can also add a keyword to the master list of keywords.

a. The Type Keyword entry area is used to enter the keyword. The Keyword Dialog
performs searches on the master keyword table automatically as each letter is typed.
The results of these searches are displayed in the Choose Keyword area (e). In
addition, the first matching keyword is placed into the Type Keyword area to provide a
clairvoyance feature. If the provided keyword is the desired keyword, simply hit the
Enter key on the keyboard to enter that keyword into the Selected Keywords area. If
the provided keyword is not the desired keyword type the next letter of the desired
keyword or select it from the Choose Keyword area.
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Keywords Section: 005.04

b. The Selected Keywords area shows the keywords selected for the current record.
c. The Clear button resets the Type Keyword entry area.

d. If the desired keyword is not found a new one can be created by clicking the New
button.

e. The Choose Keyword area shows the available keywords based on the letters typed
into the Type Keyword entry area. A keyword may be added to the Selected
Keywords area by dragging it to that area. A keyword may be removed from the
Keywords table by dragging it to the Trash Can icon.

Note: The lists of keywords from "Or Choose Keyword" area are loaded
from the xKeyword table. The [xKeyword] table is a master lookup
table of all available keywords.

f. Helpful messages are displayed in this area.

g To remove a keyword from the Selected Keywords area, drag it to this Trash Can
icon.

h. The Help ® icon opens the user's web browser to the NASA TechTracS support
site.

i.  When all desired keywords are in the Selected Keywords area click the Done button to
return to the Record Screen.

After you have finished with the Keyword Entry Dialog you can return to your previous
display by clicking the Done button which is located in the lower right hand corner of the
dialog.
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Keyword Maintenance
Steps should be taken to remove redundant keywords, user entered noise words, and
review keywords for applicability. The quality of database searches using keywords is
directly related to the quality of the keyword lists.

xKeywords Table
General maintenance can be performed by working in the xKeyword Table.
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Overview Section: 006.01

Overview

The Query Editor offers the ability to search for records that match various criteria. For instance,
it is possible to look up and retrieve records on all people that have the same area code or query all
people that have the same job function. Of all the searching methods available in NASA
TechTracS, the Query Editor is the most powerful.
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Beginning Issues Section:

006.03

Beginning Issues

The Query Editor is a general-purpose editor that can be used to create simple or
compound queries:

» Compound searches can be created linked with the And, Or, or Except
conjunctions. For example, the Query Editor can be used to perform a query for all
Technologies whose NASA Center is KSC and that have been updated since
January 1, 1996, as in the example on the previous page.

» The choice of searching through the current selection of records or all the records in
the table is available.

* Queries can be saved to disk and reopened to repeat the query.

* Fields in the current table and fields in related tables can be searched.

» Subfields in the current table or subfields in related tables can also be searched.

The Query Editor consists of the following areas:

» Criteria area: This area displays the query as it is created or after it is loaded from

a disk file.

» Available Fields area: This area displays a hierarchical list of the fields in the
current table. Indexed fields are shown in boldface. If there are related tables, the
foreign key fields in the current table can be expanded to display the fields in the
related tables. The Pop-up menu changes the Available Fields to show All Tables
(not normally used) or Master Table which will list the fields without showing the
foreign key link to related tables.

» Comparison Operator area: This area displays a list of comparison operators.
Conjunction buttons: This area contains three buttons that correspond to
conjunction operators that can be used to join the current simple query to the
previous simple query.

» Value area: This contains the value for which to search.

* Query in selection button: This button performs the query only on the records in

the current selection.

* Query button: This button performs the query on all the records in the current
table.

* Query editor buttons: This area is used to save queries, load other queries from
disk, cancel the query, or execute the query.
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Tip: Both the Available Fields area and the Comparison Operator area can
respond to keyboard input (known as type-ahead). To use this feature, activate the
area by tabbing until the area is outlined by a double borderline. At this point,

any keyboard input will cause the display to auto-scroll to the nearest matching
item in the list.

TIP: The Query Editor window can be expanded by dragging the lower right edge of
the window.
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Section: 006.04

Icon Definitions

b B B ®»

Ieon Definitions

Alpha field

Text Field

Biolean Field (Yes/No) (T ue/False)

Date Field

Integer Field

Long Integer Field

Real Mumber Field

Time Field
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Query Examples

To retrieve all of the records that have an area code of 919:
* Available Field Criteria Value
Area Code is equal to 19

To retrieve all of the records of people that live in the State of CA:
e Available Field Criteria Value
State is equal to CA

To retrieve all records of people that were updated after a certain date:

* Available Field Criteria Value
Last Updated is greater than 02/13/96
Wildcards

In order to search for records that begin with a specified string, use the “is equal to” operator
and enter the wildcard character (“@”) at the end of the value to search for. For example, to
search for companies whose names begin with the string “Boe”, use the following query:

* Available Field Criteria Value
Name is equal to Boe@

Compound Queries

When a compound query is built, 4th Dimension evaluates the simple queries in the order in
which they appear in the Query editor (i.e., from top to bottom). There is no precedence
among the conjunctions. That is, And doesn’t have priority over Or. Thus, if more than two
simple queries are used in building the compound query, the order in which the simple queries
are entered can affect the results of the query.

If a third simple query is required, the condition can either be added to the existing compound
query or inserted between the first two simple queries. To add the new query to the end of the
existing queries, click Add Line. To insert the new query, highlight the last query and click
Insert Line. The new query is inserted above the line just highlighted.
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Query Examples

If a complex query is established, the query can be saved for later use by using the Save
button. A saved query can be loaded by clicking the Load button and selecting the file that
contains your query. The query can then be reapplied.

Note: Only the definition of the query is saved, not the results of the query.
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Tutorials

Sizing Window and Type Ahead
One Statement Query

Relate Query & Query Selection
Multi Statement

Using Wildcard @
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Section: 006.06.01

Tutorial #1

Tutorial #1: Sizing Window and Type Ahead

1.

2.

3.

Select the Technology table from the control center.

Click the List All button.

Choose Query Editor from the “Select” menu

Locate the right hand corner of the Query Editor dialog and stretch the window.
For Mac users, perform the following:

Click the tab key once. Notice the double band or square around the available field
list indicating the focus or active area of the dialog.

Tab again. Notice the blinking cursor in the value box.

Tab again. Notice the double band or square around the comparison list.

Tab again. You should be back to the available field list. Type the letter T.

For Windows users, perform the following:

Tab until you see notice a double band around the field list indicating that it is the

active area.

Click on the down scroll triangle for the available field list.

Click twice on the up arrow key. Notice how you jumped back to your original type

ahead point and moved the field selection up two fields.

Topics Covered: Sizing Window, Type Ahead
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Section: 006.06.02

Tutorial #2

Tutorial # 2: One Statement Query

Find technologies that were reported in the last 12 months.

1. Locate NTR Date Received field and click it to select it.

TIP: Field is bold which indicates that it is indexed and the query should be fairly quick.

2. Click on the comparison greater than or equal to.

3. Type in the value “5/4/97”.

Query =|
@ rOuery Editor
iz greater than or equal to 05704797
-
Arailable Fields: Comparisons
[Re]atad Tables il ] is equal to -
= iz not equal to 1
& T coSMIC Rermave iz Ereater than
-:5 T Date of NTE .
7 N iz lesz than
EA T Date Received iz less than or equal t
T Description rontains
d t tai I |
A% T Develon State me e e il
alue
[5/4/37 |
[ ane | or | Econpt | l Clazr ATl ] [ Dol Lina ] [ Inzart Line ] [ A Ling ]
[ Save___ ][ Load... ” Cancel ” Query in selection ]| Query I‘

4. Click on Save button to save query as "’"TechQueryl.4DF"
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5. Click on Query button.

Note: You can share 4D query editor files with other NASA TechTracS users. To share a
4D query editor file created on a Mac to a PC user, the filename must have the
extension ".4DF" (ie myquery.4DF). Hence, you could email the document as an
enclosure to other users.

Topics Covered: Indexed Fields, Saving Query, Single Statement Query
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Tutorial #3

Tutorial # 3: Relate Query & Query Selection

Find technologies that were reported in the last 12 months where the award date on the
contract is greater than or equal to 5 years ago from todays date.

1.

8.

Locate the Contract Number field. Turn down the triangle to show the fields from the
related Contract_Grant table.

Tab to make the available field list the active area. Type W. Type A. Type W. Type A.
Notice that the type ahead is contained with the turned down field list from the
Contract_Grant table.

Notice that the Company Code field in the Contract_Grant table field list has a triangle
next to it. Turn the triangle down to show the fields from the Company table. (The
Company table is related to the Contract_Grant table which is related to the Technology
table.) This means that we can search for Technologies based on fields from the Company
table.

Turn up the Company Code triangle.

Locate the Award Date field and click on it.

Click on the comparison greater than or equal to.

Type in the value "5/4/93".

Click on Query Selection to query only against the records returned from Tutorial #3.

Topics Covered: Query Selection
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Section: 006.06.04

Tutorial #4

Tutorial # 4: Multi Statement

Find technologies that were reported in the last 12 months where the award date on the
contract is greater than or equal to 5 years ago from todays date.

1.

2.

3.

Select “Query Editor” item from the “Select” menu.

Load "TechQueryl.4DF"

Click on Add Line button.

Tab once. Type “CON”. (If you type fast enough you should have typed ahead)
Click on the Award Date field.

Click on the comparison greater than or equal to.

Type in the value “5/4/93”.
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Tutorial #4

Query

@ rDuery Editor

T [ate Received

IContract_Grant]dward Dliz greater than or equal to

05 /04 /97

05 /04 /93

iz greater than or equal to

-
Available Fields: Comparisons
|Re1ated Tables il ] i equal to -
iz not egual fo ]
Cornrn Readi sbs iz Ereater than
-] Competition "
iz les= than
i m Contract Number iz less than o equal to
E) acceptable NTR contains
wvrard Dt doe= not contain [ |
Yalue
[|5£4f93 |
[ aed | or | Eucopt | [ clezr an | | oeitine | [ insertiine | [ addiine |
l Save.__. ” Load._.

” Cancel ” Query in selection ]” Query "

8. Click on Save button to save query as "TechQuery2.4DF"

9. Click on Query button.

Topics Covered: Multi Statement Query, Add Line
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Tutorial #5

Tutorial # 5: Using Wildcard @
Find technologies where the contract number begins with NAS.
1. Select “Query Editor” item from the “Select” menu.
2. Select the Contract Number field.
3. Select the comparison greater than or equal to.
4. Type “NAS@” in the value box.
5. Click Query button.

Topics Covered: Wildcard
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Class Exercise

Find out how many technologies have been reported by contractors with headquarters from
the state of Florida in the last 5 years? Save Query as "TechQuery 3.4DF"
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Section: 007

Quick Reports

Overview

Creating a New Quick Report

Loading and Saving a Quick Report

Interface Elements of the Quick Report Editor
Using Related Fields

Resizing Areas in the Editor

The Quick Report Pop-up Menus

Working with the Quick Report Editor
Tutorials
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Overview Section: 007.01

Overview

The Quick Report editor is a powerful report generation tool available to the user in NASA
TechTracS. From any table in the database the user may report on a selection of records in any
format desired. The reports may contain calculations, break areas, and formulas. The formula
editor gives the user access to the 4D Language as well as the NASA TechTracS special
procedures to manipulate data for the current report. Fields can be shortened, lengthened,
concatenated or mathematically altered to get the desired output. Reports can be formatted with
font, size, style, and sorting on multiple levels. The user can also specify headers and footers in
the quick report with text entries or the insertion of special codes for page number, date, and
time. Quick Reports can be relational allowing included fields in any quick report from any
related table.

Quick Reports can perform complex tasks that otherwise require lengthy programming effort.
Because of it's horizontal and vertical processing, the Quick Report Editor can create Cross-
tabulation reports. These reports may be saved to a user's disk for later use or simply used one
time and then discarded.

TechTracS DBA Manual Page 1



Section: 007.01 Overview

Page 2 TechTracS DBA Manual



Creating A New Quick Report Section: 007.02

Creating A New Quick Report

To design a Quick Report create a selection of records and select "Quick Report..." from the
"Select” menu when in the list view of any table in NASA TechTracS. At this point, the Quick

Report editor is displayed. If an existing report is displayed, choose "New" from the "File"
menu to begin a new quick report.
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Loading and Saving A Quick Report

To save the Quick Report, select "Save" or "Save As.." from the "File” menu. To load an existing
report, select "Open™ from the "'File™ menu. Quick report files in 4D for Windows are denoted
by the file extension ".
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Interface Elements of The Quick Report Editor

— —
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» Fields list: displays fields in the current and related tables.

» Sort list: displays the sort order assigned to the report and indicates whether each
sort level is ascending or descending. If the report contains summary calculations
from groups of records, sort the current selection on one or more fields. The user
change the order of fields in the sort list by dragging the field name to the desired
position in the list.

* Quick Report area: use this area to design the report by dragging fields, adjusting
column widths, and adding or deleting breaks.

* Summary calculation buttons: use these buttons to place summary calculations in
the Break and Total areas of the report.

» Column properties: use these check boxes to set the following characteristics for
each column in the report: automatic width, Column Header, Detail, Break, and
Totals rows repeated values in a Break column, and whether the column will be
sorted.

» Sorted: to sort records on the selected column.

* Repeated Values: use this check box to tell the Quick Report editor to repeat the
values in a Break column. If not selected, the Break value is displayed only once.

TechTracS DBA Manual Page 1



Section: 007.04 Interface Elements of The Quick Report Editor

» Automatic Width: Click to request that the Quick Report editor compute the width
of the selected column based on the maximum length of the contents of the column.
The sizing is done only at the time the report is printed. We can check this option
for each column individually. The check box does not refer to the entire report. If
the Automatic Width check box is not checked for a column, the user may modify
that column’s width by dragging column indicators.

* Column dividers: indicate the boundaries between columns of the report.

* Right margin marker: indicates the right margin of the report. The right margin
marker is meaningful only when no columns have the Auto Column Width check
box selected. In order to view the right margin, scrolling horizontally may be
necessary.

e Column header: displays the names of fields or formulas added to the report.

* Row label bar: identifies rows Header, Detail, Break, and Total.

» Header row: contains information that appears in the printed report above the
records. The Quick Report editor automatically places field names in the Header
row, but we can modify its contents.

» Detail row: prints information from individual records and will be repeated in the
printed report for each break.

» Break and Totals rows: These rows display summary calculations and any associated
labeling. The Break row displays summary calculations for each subgroup in the
report and the Totals row displays summary calculations obtained from all records in
the current selection.

* Cells: the intersection of a row and a column.
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Using Related Fields

NASA TechTracS is comprised of many tables which may or may not contain all of the
information needed for a report. If the table currently being viewed does not have a field needed
for a report, get the field from a related one table. Fields from a related many table cannot be
obtained it. It is found that a report needs fields from a related many table, the report can be
moved to that table. The tables in NASA TechTracS are linked via a key field for each
relationship. The primary key for each table identifies each of its records as unique while the
foreign key or keys for a table are not unique and serve to link the table to one or more related
one tables. The names of fields in related tables can be viewed by expanding the foreign key
fields. A foreign key field has a plus sign (on Windows) or a triangle (on Macintosh) to its left.

Pictured below is an example of reporting from the [License Technologies] table including fields
from the [License] table and the [Technology] table:
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Resizing Areas in the Editor Section: 007.06

Resizing Areas in the Editor

The various lists and display areas in the Quick Report Editor can be resized. Areas that can be
resized are bordered by a raised line. To resize an area in the editor, move the pointer over the
area border (the pointer changes into a resizing pointer) and drag the border up or down, or left
or right to resize the area.

TechTracS DBA Manual Page 1



Section: 007.06 Resizing Areas in the Editor

Page 2 TechTracS DBA Manual



The Quick Report Pop-up Menus Section: 007.07

The Quick Report Pop-up Menus

The Quick Report Editor has hidden pop-up menus that allow easy access to certain row,
column, and cell operations. There are separate pop-up menus for row, column, and cell
operations. To use a pop-up menu, position the pointer in a cell, a row label, or a column
heading and hold down the mouse button. Menu commands that are inappropriate for the
particular row, column, or cell are disabled.
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Section: 007.08

Working with the Quick Report Editor

Selecting Rows, Columns, and Cells
Adding and Modifying Text

Adding Columns to the Report

Adding Formulas to a Quick Report
Sorting Records and Creating Breaks
Setting Break Levels in a Quick Report
Adding Summary Calculations

Printing Repeated Values for Break Columns
Formats

Entering the Display Format for a Field
Hiding and Showing Rows and Columns
To Add Page Headers and Footers
Printing a Quick Report
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Selecting Rows, Columns, and Cells Section: 007.08.01

Selecting Rows, Columns, and Cells

» To select a row, click on the Header, Detail, Break, or Total markers on the row
label bar to the left of the Quick Report form or click in a row to the right of all
columns in the Quick Report form.

e To select a column, click above the Header row of a column.

» Toselect acell, click the cell.
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Adding and Modifying Text

The user can add or modify text in the quick report form to label parts of the report. For
example, if requesting summary calculations, label them by adding text to other cells in
the Break and Total rows. Add and modify text as follows:

Edit the text that 4D automatically adds to the Header row of the report.

Insert text in empty cells of the Break and Totals rows.

Insert the value of a Break field in the Break rows.

Specify the font, font size, justification, and style for any text that appears in the
report

Adding Text
To add text in a report cell:

Click twice on an empty cell in the quick report form. A text insertion point
appears in the cell. If entering a label for a summary calculation, select another
cell in the same row as the cell containing the calculation icons. Text cannot be
entered into the same cell that contains summary calculations.

Type the text in the cell.

Modifying Text

To modify text in a cell:

Drag across the text in the cell to modify.
Type the new text in the cell.
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Specifying Font Attributes

While designing the quick report, the user can specify different fonts, font sizes,
justification, and styles. Apply these specifications to text, data, and summary
calculations within rows, columns, or cells in the quick report. If assigning
specifications to the Detail row of the report, results cannot be seen until a preview or
print of the report. Specify font attributes using either the Quick Report menu
commands or the Quick Report pop-up menu.

To specify font attributes using the Quick Report menus:
» Select the column, row, or cell where we want to apply the font.
* Choose a font from the ""Font™ menu or choose a font size, style, or justification
from the "'Style” menu. 4D applies the font to any text, data, or summary
calculations that appear in the selected area.

To specify font attributes using the Quick Report pop-up menu:
* Hold down the mouse button on the row label, column header, or cell to which
we want to apply the font attributes. A pop-up menu appears.
» Use the Font, Size, Style, or Alignment hierarchical menus to change the font
attributes as desired.
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Adding Columns to the Report Section: 007.08.03

Adding Columns to the Report

Create columns by dragging field names from the Fields list into the quick report area.

To Add a Column
» Drag the name of a field to the right of existing columns in the Quick Report
area and release the mouse button. 4D creates a column for the field and places
the field name in both the column header and the cell in the Header row.

By default, 4D prints the field names as column heads at the top of each page in the quick
report.

If a subfield is used in a quick report design, the report will list all values of the subfield for
each parent record. Subfields cannot be used for sorting.

To Insert a Column
e Select a column.
e  Select "Insert Column" from the "Edit" menu or Hold down the mouse button to
display the Quick Report pop-up menu and choose "Insert Column™.

4D inserts a blank column to the left of the column selected. Then assign a field to the
empty column by dragging a field name to it, or assign a formula to the column.

Deleting Columns
To delete a column using the Quick Report menu bar:
» Select the column to be deleted.
e Select "Delete Column" from the ""Edit" menu. 4D removes the selected column
from the quick report form.

To delete a column using the Quick Report pop-up menu:
* Hold down the mouse button on the column header. The Quick Report pop-up
menu appears.
» Select "Delete Column™ from the pop-up menu.
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Replacing Columns
Columns can be replaced in the quick report by dragging another field over it or replacing
the field with a formula.

Sizing Columns

The Quick Report editor sizes columns automatically (as reflected in the Automatic Width
check box). It sizes each column based on the maximum length of data displayed in the column
and any labels typed into the column. The Quick Report editor sizes columns only at the time
the report is printed. To view the widths of each column, preview the report to the screen.

Because selecting the Automatic Width check box changes the width of a column based on the
maximum width of data in the records being printed, selecting different records can change the
size of the columns. Columns can be resized manually after deselecting the Automatic Width

check box. When a column is set manually, text in the column wraps within the specified area.

To Manually Resize a Column
» Deselect Automatic Width using either the check box in the Column Properties area
or the Quick Report pop-up menu.
* Move the pointer over the right column border in the quick report to change the
pointer into a column width cursor .
» Drag the column indicator to the left or right to resize the column.
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Adding Formulas to a Quick Report Section: 007.08.04

Adding Formulas to a Quick Report

To add a formula:

* Insert an empty column or click an existing column and select "Edit Column™ from the
"Edit" menu, or double-click an existing column, or hold down the mouse button on an
existing column header to display the Quick Report pop-up menu and select "Edit Column".
4D displays the Formula Editor, in which the formula can be built. Make sure that the formula
does not change the current selection. Changing the current selection will cause problems when
the quick report is printed since the report is based on the current selection of records.

* Build the formula or click the Load button to retrieve an existing formula from disk.

* Click OK to assign the formula to the column.
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4D adds a new label to the column that identifies it as a formula. Re-label the column by
typing a label into the header cell for that column. Formulas are labeled C1 through Cn.
The labels are the names of variables that contain the column’s value. These variables can
be used in other formulas. Click the Cancel button to close the Formula Editor and return
to the Quick Report Editor without adding the formula.

Pictured below, the formula entered into the first column can be used in a second formula
column.
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Adding Formulas to a Quick Report
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Sorting Records and Creating Breaks Section: 007.08.05

Sorting Records and Creating Breaks

Other than the traditional desire to view records in a particular order, sorts can be used to create
groups of records and Break areas in the report for the purpose of reporting summary
calculations for groups.

Specifying a Sort Order

Sort on a formula by selecting the column that contains the formula and then clicking the Sorted
check box or choosing Sorted from the Quick Report pop-up menu for that column.

To specify the sort order using the Sorted check box:

. Select the column that contains the field or formula to be specified as the first sort level.
. Click the Sorted check box. To specify the sort order by dragging:
Drag a field from the Fields list to the Sort order list. If the field is not already in the
quick report, 4D adds it as the last field in the design.

To specify a sort order using the Quick Report pop-up menu.

. Hold down the mouse button on the column header belonging to the column to be sorted.
The Quick Report pop-up menu appears.

. Select Sorted from the pop-up menu. 4D displays the name of the field in the Sort list. To
the right of the name is an arrow, indicating an ascending sort order. By default, all sorts
are performed in ascending sort order.

. If necessary, click the sort direction arrow to sort the column in descending order.

. If desired, select additional fields or formula columns and add the Sorted property using
either the Sorted check box or pop-up menu command.

When multiple sort levels are specified, 4D sorts the records from the fields in the order that
they appear in the list.

To change the level of a Sort field:

. Drag the name of a field or formula up or down within the Sort list to the desired sort level.
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Deleting a Field or Formula from the Sort List

Select the column and deselect the Sorted check box or Hold down the mouse button on
the column header to display the Quick Report pop-up menu and deselect the Sorted
menu command. 4D removes the field or formula in the Sort field list. It does not delete

the column itself from the report. When printing the report, 4D will no longer use that field
or formula to sort the records.
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Setting Break Levels In a Quick Report Section: 007.08.06

Setting Break Levels In a Quick Report

Break levels are used to separate records into groups according to values in one or more sort
fields. A Break area is printed at each break level. Summary calculations can be printed in the
Break area. The summary calculations — sum, average, minimum, maximum, and count are
calculated for each group of records. Break levels are determined by the sort levels and Break
rows. For example, if the user sorts records by Company Name and creates a Break row, 4D
inserts a break between each group of records that have the same company name. After adding
a Break row to the quick report, summary calculations can be requested on each break.

To Insert a Break Row

» Select "Add Break" from the "Edit" menu or Hold down the mouse button on the
Total row label in the Row label bar and choose the “Duplicate Break" menu
command.

» There should be at least as many sort levels as break levels. 4D adds a sequential
number to each new break label in the row label bar, for example, Breakl, Break?2,
Breaks3, etc.

» After creating a Break row, the Quick Report pop-up menu can be displayed by
holding down the mouse button on the new Break row label.

Using the Values of Break Fields in Labels

The appearance and readability of reports can be improved by labeling each Break row using
the value of the Break field. To request that the value of a Break field be printed in a label
placed in the Break area, use the number sign (#) in the label. For example, the text “#” will
insert the title (in this case, the value of the License Title field) in place of the number sign
when the report is printed. The number sign does not need to be placed in the same column as
the Break field. It will display the value of the Break field in any cell in the Break row.

Depicted below, the License Title will be displayed for each title to the left of the total for
that License Title in the “Break 1” row.
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Adding Summary Calculations Section: 007.08.07

Adding Summary Calculations

Summary calculations can be added on the contents of fields and formulas to each Break
row and to the Totals row. The check boxes in the Cell area of the Quick Report editor
identify the summary calculation options available for quick reports. The following types
of summary calculations are available.

* Sum totals the values in the report or break.

* Minimum displays the lowest value in the report or break.

» Maximum displays the highest value in the report or break.

» Average calculates the average of the values in the report or break.
Count calculates the number of records in the report or break.

These options also appear in the Quick Report pop-up menu for cells in the Break and
Total rows.

When a summary calculation is placed in the Totals row, the calculation is done for all
records in the report. If it is placed in a Break row, the calculation is done for the records
in the break.

To add a summary calculation, select the relevant cell and click as many calculation check
boxes as needed. If more than one summary calculation is added to a cell, 4D stacks the
calculation icons on top of each other.
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Printing Repeated Values for Break Columns Section: 007.08.08

Printing Repeated Values for Break Columns

In a report with breaks, the columns which are used to group records so that summary
calculations can be done are called Break columns. In some cases, the user can repeat the values
for the Break columns so that they appear for every record in the Break area. This is done by
selecting the Repeated Values column property. The user can do so either by clicking the
Repeated Values check box in the Column Properties area or by selecting the "Repeated
Values" menu command in the Quick Reports pop-up menu for that column.
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Formats Section: 007.08.09

Formats

Setting Display Formats

Display formats can be specified for columns that contain numeric or alphanumeric (Alpha)
data. If the report includes Alpha fields such as a telephone number or Social Security
number, an Alpha format can be used.

Numeric Formats
The following format places a dollar sign to the left of the number and allows up to 7
digits:
S HHtH HiH
This format can display dollar amounts up to $9,999,999.

Alpha Formats

An Alpha format can be used for fields that contain string information. For example,
the following format would be used to format Social Security numbers:

HiHH-H- T

Boolean or Logical Formats

There is not a display format for Boolean or Logical type data. 4D will print this data as
"True" or "False". By inserting the following code into the formula editor, the Quick Report
will print "Yes" for true and "No" for false. Any two options for any Boolean or Logical
field in NASA TechTracS can be substituted here.

(“YES”*Num([License]Comments received))+(“NO”*Num(Not([License] Comments
received)))

Another variation might be:

(“Send to HQ”*Num([License]Send to HQ))+(“Do Not Send”*Num(Not([License]Send to
HQ)))
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Entering the Display Format for a Field Section: 007.08.10

Entering the Display Format for a Field

Enter a display format or custom format by choosing it from the Quick Report pop-up
menu for the cell or by typing it into a cell.

To enter a display format for a numeric or Alpha field:

» Click twice in the Detail cell for a numeric or Alpha column.
» Type a display format or the name of a style to be used as the display format.
The names of styles are preceded by a vertical bar (]).

To choose a display format from the Quick Report pop-up menu:
» Position the pointer over the Detail cell for a column and hold down the mouse
button and choose a display format from the hierarchical menu.

The hierarchical menu will show display formats that are appropriate for the data type

of the column. For example, if the field was a numeric format, the menu command

would be “Numeric” instead of “Alpha” and the submenu would list only numeric

formats. For example, the format named "|Dollars™ in NASA TechTracS will display numeric
data as currency.

If requesting summary calculations for that column, the format specified in the Detail
cell will automatically be applied to the summary calculations. Regardless of the display
format, the count is always displayed as an integer without formatting symbols such as
the dollar sign. Different formats can be applied to different columns in the report.
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Hiding and Showing Rows and Columns Section: 007.08.11

Hiding and Showing Rows and Columns

To Hide a Row Using the Pop-up Menu

» Hold down the mouse button over the row label in the Row label bar.

» Select Hide from the pop-up menu. 4D displays the row in gray to inticate that the
row will not appear when the report is printed or previewed.

To Hide a Column Using the Menu Command
e Select the column to be hidden.
e Select "Hide" from the "Edit" menu.

To Hide a Column Using the Quick Reports Pop-up Menu
» Hold down the mouse button over the column header.
e Select Hide from the pop-up menu.

Pictured below, the column is displayed in gray to indicate that it will not appear in
the printed report.
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When a row or column is hidden, the "Hide" menu command in the Edit and Quick Report
pop-up menus becomes "Show". Selecting "Show" will allow the row or column to reappear.
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To Add Page Headers and Footers Section: 007.08.12

To Add Page Headers and Footers

» Select "Headers and Footers"” from the "File" menu. The Header and Footers dialog
box specifies both headers and footers from the same screen. The Edit drop-down list is
used to specify either the header or footer.

» Select "Header" or "Footer" from the "Edit" drop down list.

» Enter the header or footer height in the height area. Upon initial entry of the dialog
box, the header and footer heights are set to 25 points each. The values for the height
can be changed and the measurement scale can be set to inches or centimeters. As
the header and footer height is entered, the dotted lines on the page preview area
change to indicate the size of the header and footer as they will appear on the printed
report.

» Select an entry area and type the header or footer text. To the right of each entry area
is a pop-up menu that allows the user to insert variables into the entry area. The current
page number (#P), time of printing (#H), or date of printing (#D) can be inserted from
the pop-up or by simply typing in the code.

=———————————— Headers & FootersS0naraar7&daa—&)————————
B can
"d’} — —
Left: *p -
Center: [*H -
Right : D -
RO E—| 7 3
Font Attributes
Font: [ = ]
Font Size: [9 Faints S ]
Style [ Flain [ #2tis
[Jeold ] Under line
E #dd a Frame Around Data
Cancel I oK I
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Choose a font and font size from the drop-down lists and click one or more Style check
boxes. The specifications are applied to all three entry areas. It is not possible to apply
different font attributes to different areas of the header or footer, although it is possible to
have different attributes for the header and the footer.
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Printing a Quick Report Section: 007.08.13

Printing a Quick Report

After completing the report design, the quick report can be printed to a standard printer
selected in the Print Manager (the Chooser on Macintosh), to disk, or to a graph. To select
an output device choose "Print Destination™ from the "File™ menu. If printing to a printer,
the report can be previewedbefore printing it.

Quick Reports do not query the database. There must be at least one record in view at the
time of the report. Refer to the Query Editor documentation for more information on
queries.
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Tutorials

Section: 007.09

Tutorials

Simple Quick Report
Formatting the Quick Report
Automatic Width
Headers/Footers

Sorting

Calculations

Related Fields

Built-In 4D Expressions
Adding a Break
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Tutorial #1

Section: 007.09.01

Tutorial #1

Tutorial #1 - Simple Quick Report

Simple reports can quickly be created using the Quick Report Editor. Using a previously
saved query in the Technology table, create a quick report that includes the
[Technology]Case Number, [Technology]T Date Received, and [Technology]T Title.
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1. Select [Technology] table from the Control Center and click the List All button.

2. Click the Query button on the bottom of the Listing screen.

3. Click the Load... button to open previously saved query "TechQueryl.4gf" and

click on the Query button.

4. Select “Quick Report...” item from the “Report” menu.

5. Drag/drop [Technology]Case Number field to report template.

6. Drag/drop [Technology]T Date Received to the right of [Technology]Case Number.
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7. Double-click [Technology]T Title.

8. Select “Save* item from the “File” menu and type “TechReportl1.4qr” for the filename.
9. Select “Print Preview...” from the “File” menu.

10. Click the Zoom button icon (magnifying glass symbol) to zoom into report.

11. Click the Zoom button to return to normal viewing mode.

12. Click the Next/Previous Page buttons (arrows) to preview next/previous pages.

13. Click the Print Page button (printer symbol) to print current page.

14. Click the Stop button (stop sign symbol) to return to quick report.

Topics Covered: Next Page, Previous Page, Print Page, Print Preview, Save, Stop,
Zoom
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Tutorial #2

Tutorial #2 - Formatting the Quick Report

[Technology ICase Number | [Technology IT Date Received | [Technology IT Title | |-
Header Case Mumber Date Received Title
Detail L
Total
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1. Click the word Header to highlight the header area.
2. Select “Bold” item from the “Style” menu.

3. Double-click in the cell where the Header row and T Date Received intersect.
Remove the “ T <space>" sothatonly “Dat e Recei ved” remains.

4. Double-click in the cell where the Header row and T Title intersect. Remove the
T<space> sothatonly Tit| e remains.

5. Inthe detail area of the [Technology]T Date Received column type “##/##/##”. This will
force the date to appear with leading zeros (ie. “05/01/98” instead of “5/1/ 98™).

6. Select “Save” item from the “File” menu.
7. Select “Print Preview...” item from the “File” menu.

Topics Covered: Formatting Report
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Tutorial #3 Section: 007.09.03

Tutorial #3

Tutorial #3 - Automatic Width

Automatic width is automatically checked for every data field that is added to a quick
report. When there are few records and the report is simple, automatic columns width
works well. However, automatic calculation can take several minutes when there are a
large number of records and the results of the automatic columns might not be what is
needed. Therefore, it is recommend that automatic width be unchecked and each column
manually adjusted.

| [Technology I[Techmelogy [TechmologylT Titke -
Hoader  [Case MumberiDate Title
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Note: You can share 4D Quick Report files with other NASA TechTracS users. To share a 4D
Write file created on a Mac to a PC user, the filename must have the extension ".4qr" (ie
my4Doc.4qr). Hence, email the report as an enclosure to share to other users.

1. Click the [Technology]Case Number column.and uncheck the Automatic Width
check box.

2. Resize the column width for the [Technology]Case Number by positioning the
cursor on the right-hand side of the column.Click and drag the right-hand side of the
column to position 70 (approx. 1 inch) on the ruler.

3. Resize [Technology]T Date Received column from position 70 points (approx. 1
inch) to position 140 points (approx. 2 inches) on the ruler.

4. Resize [Technology]T Title column from position 140 points to the right edge of
the paper which is indicated by a vertical line. (Approximately 520 points)

5. Select “Page Setup...” item from the “File” menu. Choose landscape. Click OK.
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6. Notice that the right edge of the paper has moved to the right at approximately 700
points (approx 7-1/4 inches).

7. Select “Print Preview...” item from the “File” menu.
8. Click the Stop button.
9. Select “Save” item from the “File” menu.

Topics Covered: Automatic Width, Page Setup
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Tutorial #4

Tutorial #4 - Headers/Footers

The following special codes can be used in the header and footer:
#D = Current Date
#H = Current Time
#P = Page Number

The codes can be typed in or chosen from the triangle pop-up located next to each
header/footer area (ie left, center, right).

1. Select “Headers & Footers...” item from the “File” menu.

—Edit_[HEadE-TS b 4 ]

Left: Technology Report -
Center: -
Fight: Az of #Q, #H -
Height: [0 4 | [inches - |

=Font Attributes

Fant : [Time; - l
Fand Size: [14 Points - ]
Style: (%] Flain [ tstis

[]1Bold [[] UnderTine

2. Type “Technology Report” in the left header area.
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3. Type “As of #D, #H” in the right header area.
4. Select inches from the Height pop-up.

5. Type “.4” as the header height.

6. Select Times from the Font pop-up.

7. Select 14 Point from the Font pop-up.

8. Select Footer from the Edit pop-up.

9. Type “Page #P” in the right footer.

10. Select inches from the Height pop-up.

11. Type “.25” as the footer height.

12. Select Times from the Font pop-up.

13. Select 12 Point from the Font pop-up.
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Tutorial #4 Section: 007.09.04
—Edit —[Fnuters - ]
Left: -
Center: -
Fight : Fage *F -
Height: [0.25 | [inches v |
—Font Attributec
Fant : [Time; - ]
Fant Size: [12 Points - ]
Style: %] F1ain (] ieic
[]Bo1a ] underline
14. Click the OK button.

15.

16.

17.

18.

19.

20.

21.

22.

Select “Print Preview...” item from the “File” menu.
Click the Stop button.

Select “Headers & Footers...” item from the “File” menu.

Uncheck Add a Frame Around Data. Click the OK button.

Note that the ruler has changed to inches instead of points.
Select “Print Preview...” item from the “File” menu.

Click the Stop button.

Select “Headers & Footers...” item from the “File” menu.

Check Add a Frame Around Data. Click the OK button.
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Section: 007.09.04 Tutorial #4

23. Select “Save” item from the “File” menu.
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Tutorial #5 Section: 007.09.05

Tutorial #5

Tutorial #5 - Sorting
1. Click the [Technology]T Date Received column.

2. Check the Sorted check box. menu.

[ =—————'————=uitk ReportAidilnr ="——"———————= 01 H
Select the fizlds: Sort arder: _LCell _Calumn
.-ﬂ‘f = D'ig'i‘: PN F Y ITFlEl'IIlI'I]l‘I | IT Date F Y M
= [ | Count
A ospigtuen | . il
Absiract _— [] Repsated
ﬁt Barriars surtarmati
utarnatic
M4 Bets Title ‘E\ Surn [
/4 Case Humb
ase Number dverage
A CoTlabur stion - ||
"I-' Coaroes Patl r x
[Technology 1{RETE DTY0TT [Technelogy T Title -
Header Case Number{:E1T] E
Received
T B
o 50, 0o S0 @0 280 300 350 400 |-
<[] L]

3. Select “Print Preview...” item from the “File” menu.

If dates appear to be missing from the report it is because the sort function does not
display repeated values by default.

4. Click the Stop button.

5. Click the [Technology] T Date Received column.
6. Check the Repeated Values check box.

7. Select “Print Preview...” item from the “File” menu.

8. Click the Stop button.
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Section: 007.09.05 Tutorial #5

9. Click once on triangle to the right of [Technology]T Date Received in the Sort
order: list to reverse the sort.

10. Select “Print Preview...” item from the “File” menu.
11. Click the Stop button.

12. Select “Save As” item from the “File” menu and type “TechReport2.4qr” as
the filename.

Topics Covered: Sort, Repeated Values
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Tutorial #6 Section: 007.09.06

Tutorial #6

Tutorial #6 - Calculations

1.

9.

Drag/drop the [Technology]P TSP Total field to the right of the [Technology]Title
field.

Uncheck the Automatic Width. Resize the column to about 1 inch or 70 points
wide.

Double-click in the cell where the Header row and “P TSP Total” intersect.
Remove the “P * so that only “TSP Total” remains.

Select the text “TSP Total” and select “Bold” item from the “Style” menu.
Click where the Total and [Technology]P TSP Total intersect.
Click on the following calculation buttons in the Cell area of the screen.
Count
Min
Max
Sum
Average
Click twice in the cell to the left of the calculations and type the following:
Sum
Average
Min
Max
Count

Select the text just entered. Select “Right” item from the “Style” menu.

Highlight the Total row by clicking on the word Total.

10. Select “Bold” item from the “Style” menu.
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Section: 007.09.06 Tutorial #6

H [Technology IT Title ;[Tenhnnlngu
‘Title TSP Total

5... e et ememt emems e ememe s ememsemimsas mems et fms e meme s smems emims assmems o8 imims fmams feamems ok emh ek AmEms A% mems SmEms £ Amems s memkemEms feamems o8 fms 6 fmems as ameme mamsesmeme ot smems smsZe ce ameme asems es smame b smems smemn on
H H

EuméE surm :
Average: = . ooy0e

Min: )
i+
MHax! < i

Count 2 Max
i Count

) e

11. Select “Print Preview...” item from the “File” menu.

12. Click on the Next Page button until you reach the end of the report.
13. Click the Stop button.

14. Select “Save” item from the “File” menu.

Topics Covered: Average, Count, Max, Min, Sum
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Tutorial #7 Section: 007.09.07

Tutorial #7

Tutorial #7 - Related Fields

=

Click on the [Technology]T Title column.

2. Select “Insert Column” item from the “Edit” menu.

3. Locate the [Technology]Contract Number field.

4. Turn down the triangle next to the [Technology]Contract Number field.
5. Locate the [Contract_Grant]Company Code field.

6. Turn down the triangle next to the [Company]Company Code field.

7. Double-click on the [Company]Name field.

8. Click OK.

9. Uncheck Automatic Width.

10. Resize the [Company]Name column to 1-1/2 inches or 110 points wide.

11. Click twice in the header cell for [Company]Name column and type “Company
Nane" as the header for the [Company]Name column.

12. Select the text “Company Name” and select “Bold” item from the “Style” menu.

| ITechaatogy ] [Technalogy | [Company Iame [ Teshno eguy 1T Title [T enana bogay :
[Header ICase Mumber Date (Company Neme ITitle TSP Tatal
R H H H

wed
P R B -y P e ! i
Talal H H H sum L s

13. Select “Print Preview...” item from the “File” menu.
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Section: 007.09.07 Tutorial #7

14. Click the Stop button.
15. Select “Save” item from the “File” menu.

Topics Covered: Insert Column, Related Fields
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Tutorial #8 Section: 007.09.08

Tutorial #8

Tutorial #8 - Built-In 4D Expressions

There are over a hundred built-in expressions that are available for use in the quick
report editor. (See the 4D Language Reference for a complete listing)

1. Click on the [Technology]T Date Received column.

no

Select “Delete Column” item from the “Edit” menu.
3. Click on the [Technology]Case Number column.

4. Select “Insert Column” item from the “Edit” menu.
Notice the column is labeled C1.

5. Locate Date and Time in the Commands by Theme section and click and hold to
display pop-up. Select Year of.

6. Type “(*.
7. Double-click on [Technology]T Date Received.

8. Type “)”.
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Formula Fdinr ooe=—S"F—————— H

Foermula Editer

(B GELCEE DMOMEE)

Year ofl [Technolay 1T Date Received]]

lRelated Tables - J lCnmmands by Thernes bl J
Q T Date of NTR £ 4D Environment -
@ N Arrays E

T Date Received ELOE =
T Pescription Boelean
Clipboard
"?t T Develop State Communications
-@ T DLTEP Fren TW | | Compiler
23 T Eval Code =| | ||Bata Entry
A Date and Time
TEeal Type Prag and Drop
AT Final Class Entry Control

Form Events -

4]

El T ripartaze o

[ Load.__. ] [ Save__. I | Cancel ] | DK I

9. Click OK button.

10. Uncheck Automatic Width. Check Sorted. Check Repeated Values.
11. Type “Year” in the header for C1.

12. Select “Left” item from the “Style” menu.

13. Select “Print Preview...” item from the “File” menu.

14. Click the Stop button.

15. Select “Save as” item from the “File” menu and type “TechReport3.4qr” as
the filename.

Topics Covered: Built-in 4D Expressions, Delete Column, Insert Column, Related
Fields
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Tutorial #9 Section: 007.09.09

Tutorial #9

Tutorial #9 - Adding a Break
1. Select “Add Break” item from the “Edit” menu.
2. Click where the Break 1 and [Technology]P TSP Total intersect.
3. Click on the following calculation buttons in the Cell area of the screen.
Count
Min
Max
Sum
Average
4. In the cell to the left of the calculations, type the following:
Sum
Average
Min
Max
Count
5. Select the text just entered. Select “Right” item from the “Style” menu.

6. Highlight the Total row by clicking on the word Total.

7. Select “Bold” item from the “Style” menu.
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C1 [Technology] [CempanyIName | [TechnolegylT Title [Technology
Header Year El.':arse- Humber;Company Name ETitle TSP Total

Sum : Surmn
"""’H:'gie B Average
n H
Fax; 70 10
Count +} Fau
_ i b Cound
Total Sum = Surmi
: H Awerage: = ... age
et |-
Max < HMin
Count 1‘? HMax
) Count

8. Select “Print Preview...” item from the “File” menu.

9. Click the Next Page button until you reach the end of the report.
10. Click the Stop button.

11. Select “Save” item from the “File” menu.

12. Close the Quick Report window.

Topics Covered: Add Break
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4D Write Section: 008

4D Write

Overview

Margins

Tabs

Paragraphs

Page Breaks

Headers and Footers

Inserting Data

Inserting Expressions
Formatting Expressions or fields
Templates

Pictures

Mac OS and Windows Operating Systems Shortcuts
Tutorials
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Overview Section: 008.01

Overview

4D Write is more than just a word processor, because it is integrated with the 4D
database.

[0 ==—————Documents: 11 of 123 records in selection >i=——"—— 0 B

Code Last Update (03/11/1899

Name [Patent Application Filed to NASA Innovator |

4D ¥rite Document ]Email Text Document |

Enclosuresh| Document Code /Report Paper Copies| 3 Tﬂhlev
A Print LHead [¥f Print Envelope

[ 1st Page Only []Route Single Letter
Remave [ Modify First  [J Automatic Print

[IE

?Y LS & e EH

Documents created with 4D Write can be saved with a database record or on a user's disk.
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Overview

4D Write documents can utilize information from the database record in the form of fields,

functions from the database code or variables from the 4D environment. A 4D Write area may
appear on a database entry form...

O

Documents: 11 of 123 records in selection Soooaoai——"——0FH

Code

Name |F‘atent Application Filed to NASA Innovator

Last Update |03/11/15998

Email
Text

[4[) write Document |Emai| Text Document I

e,
-

[J Show in Email List (Pop=up) Choices

Get 4D Write Document Text ]
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Overview Section: 008.01

or in its own window where it behaves like a stand-alone application...

O TechTrack Word Frocessing

File Edit Fonl Stylke Find Formal Database
':lllI|III|1III|IIIEIII|IIIEI

1 ||'1'| I||||5|||I||||_E'|||I||||||I|l-
1=

| J..1
Dazurnent :I

b

Menus are available in the 4D Write area when operating in an entry form and from the
main menu when operating in a 4D Write window.
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Margins

Section: 008.02

Margins

At the top of a 4D Write document is a ruler indicating the width of the area in which a

user can type. This margin can be changed by the user to accommodate more or less text
per line. Simply dragging the small triangles at either end changes the margins.

Doc

==

T

= ] b

(=T

L

.

E=E=14

[T |Documert :I

The margins allow typing line after line without pressing the return key. Pressing r et ur n

creates a new paragraph.
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Tabs Section: 008.03

Tabs

4D Write sets default tab stops at half inch intervals, but the user may change this for any
paragraph independently by clicking just below the ruler at the desired location of the tab
to create. Double-clicking the tab stop marker on the ruler displays specification options
for the tab. The options are alignment and leader where alignment is left, right, decimal,
or centered, and leader is none or varying dash combinations.

2.5
i ]
Tab Options

— Alignment — Leader
< @ Lefttabulation & Nohe
- ) Right tabulation [ JE—
= ) Decimal tabulation J-----
# () Centered tabulation Q—

[ Revert ][ Cancel ] | Ok I

To remove the tab stop, drag it off the ruler.
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Paragraphs Section: 008.04

Paragraphs

Also on the ruler is a first line indent marker that appears as a small up-arrow character with an

underline attached to it's base. This character can be dragged into position to indicate where each
new paragraph begins.

IU...l....‘I'I...l...IE... T 14 et B g L U T

EEEK PN CEra

Below the ruler is a format bar for specifying line spacing and alignment

L B EEEEIEEEI AN D Jowomwert 3]
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Page Breaks Section: 008.05

Page Breaks

Page breaks may be inserted by selecting "Insert Page Break™ from the “Format” menu.

O Doc u]=]

_%"T Lo WMo v ban B taan Bag e Bog e Bhoa e oo ey s oo IF 0 o

— =S K
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Headers and Footers Section: 008.06

Headers and Footers

A Header and Footer may be specified for the document by selecting "View Header" and
"View Footer" from the “Format” menu. This information will be present on every page
of the document. By selecting *““View Footer” from the “Format” menu, page number
references can be inserted for printing on every page.

Select “Insert Page Number” from the “Database” menu:

Doc

'ﬁ%INR Page numbers
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Inserting Data Section: 008.07

Inserting Data

Fields and expressions may be inserted into a 4D Write document as references or as values
frozen at the time the document is created. To insert a field, either select “Insert Field” from the
“Database” menu or press to display a pop-up menu of fields. To show the fields as values in
order to view their contents, select “Show Values” from the “Database” menu. To again see the
fields as references, select “Show References” from the “Database” menu. As references, the
fields will be enclosed by these two symbols, «». As references or values this data is dynamic
and will vary upon the current record of the database for which the document is printed. To
make the document static and forever unchanged by the database, select “Freeze Document”
from the “Database” menu. This operation cannot be undone. To freeze just a portion of the
document, highlight the relevant text and select ““Freeze Selection” from the “Database” menu.
Freeze Selection can only be undone by deleting the selected text.

Choose Field

|= ]
=]
‘——I Choose a field to insert

Table:|xToolkit ]|

File _#coess
Printer
FontMame
FontSize
FontStyle
Lefault_FG

Cancel 0K
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Show References

boe=—— HH
OO0 -SSR WO OO HO0 OO0 WO = TN O VU0 OO SO 00 OO - £ OO0 O HO0 OO0 OO T 1= TUOR 0T W00 100 OO WOR OO (=T HOR 00 0 T O T U0 SO l‘. <]
EEIEI <] 1 D‘ ID-:-cument :I =

«[People]People_Codes
«[People]Last_Name», «[People]First_MNames

4 D7
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Inserting Expressions Section: 008.08

Inserting Expressions

In addition to fields, expressions can also be inserted into a 4D Write document. From  the
“Database” menu, select “Insert Current Date”, ““Insert Current Time”, and “Insert 4D
Expression” options. Pictured below are implementations of the aforementioned menu options
and the results when selecting ““Show Values” from the “Database” menu.

Date, Time, and 4D Code

Entervariable or command:

| Current date |

Cancel I oK I
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Section: 008.08 Inserting Expressions

Date-Time-Code as Refs

& TechTracs Word Processing B
File Edit Font Stwie Find Farmat Datahbsse
P g b s 2B e e B oo 13 i . J_Jﬁl__-__l__l__l__-__-__l‘ﬁ:u__|_-__|_-__|__._|?_._|__.__I'|_

[ [ EEEEIESEar D fomer [

wCurrent dates
s UFFERT LI
o[ License_Repnrts_Content]i0:

1)

I B
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Inserting Expressions Section: 008.08

Date-Time-Code Values

| TechTracsWord Processing B

File Edit Font Slyle Find Formad [atabaxe

_l!:#..l.i..I.J.J..I..l.1.l..|.J.J..l..l..l..|?.l.|..l..|..l..|.l..|.5.l..l..l..|.l..|..l..|f1:l. v b B e B L T ]

[ O EEEE] o= A D oo B *

ozfoec00 T
14:42:53
200002

i
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Formatting Expressions or Fields

Section: 008.09

Formatting Expressions or Fields

By clicking on an expression or a field and then selecting “Format” from the “Database” menu, a
format can be selected from the list of standard NASA TechTracS formats.

15

14, o

T O R - TR T A LT

I(] 1 D IDncument :I

«[Technology]Software_Date_of |

T
._-I Choose format

Default
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EEE N T
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#AR R OO #
ﬂﬂﬂ"ﬂﬂﬁ nﬁ" ) .

mEE HEL 00
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g

;#.##DDDJ

R AR Hen
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=20

N HHA CeD
2L 20 AOCR
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1]
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Section: 008.09 Formatting Expressions or Fields

After selecting the format, the field will be displayed in the document followed by a
semicolon and the name of the format.mats.

File Edit Font Style Find Format Database
ID..£|...I1...|...I2...|...I3...| (5. TV OO O IOE WO OO0 =T VO TOOF W OOF VU0 JOOF OO .- WO OO0 YOO HOY WO O WON o WO T T O

I Eg I <]|1_ ID-:-cument :I

«[Technology]Software_Date_of_Disclosure;Month Date, Years
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Templates Section: 008.10

Templates

Selecting the “Save As Template” from the “File” menu will save all of the information in the
current document to be reused for every new instance of the document. Selecting "New’” from
the “File”” menu will allow the replacement of the template information in a given document. In
a non-standard document, spaces are used for formatting. Sections of the template can be deleted
where necessary for any given document.

The template option is not available in a 4D Write External window such as the NASA
TechTracS Word Processing module. This is because the template is stored with the input form
where it resides. For example, the [Documents] table in NASA TechTracS has a 4D Write area
on it's input form.

In the [Documents] table, every new record comes with the same template information
loaded into it. The user can then decide which parts of the template are necessary and add
individual content to the document. If the template is empty, new records will always
appear empty upon creation.

Select “Save As Template” from the “File” menu to display the following dialog. Click the OK
button to replace the existing template for this form.

All NASA TechTracS users get the same template information for this form for
every new record created.
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Pictures Section: 008.11

Pictures

Pictures can be pasted into 4D Write documents from the clipboard.

il

L] TechTracs YWord Processing

File Edit Font Style Find Format Databace
||:||||I|||"|||I||||2|||I||||3|||I||||4|||I|||
B3

Here is the 1ight bulb design that you requested..

S

| [»
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MacOS and Windows Operating Systems’ ShortCuts

Section: 008.12

MacOS and Windows Operating Systems' ShortCuts

MacOS Shortcuts

Insertion of objects
Display menu of fields in the master file.
* Option+click in the 4D Write area
Display menu of files and fields.
* Option+Shift+click in the 4D Write area

Display menu of files and fields in the Enter Variable or Command dialog box.

* Option+Shift+click in the Enter Variable or Command dialog box
Display the insertion dialog box for an object (field, expression, etc.).
* Ctrl+double-click on an inserted object
Display the Choose Format dialog box.
- ® +double-click on an inserted object

Interface
Cancel a dialog box
- @ +Shift+. or Escape
Exit the 4D Write area
«®+Tab

Navigation in text

Move the cursor to the end of a word.
* Control+right arrow key

Move the cursor to the start of a word.
* Control+left arrow key

Move the cursor to the end of a paragraph.
* Option+right arrow key

Move the cursor to the start of a paragraph.
* Option+left arrow key

TechTracS DBA Manual

Page 1



Section: 008.12 MacOS and Windows Operating Systems’ ShortCuts

Text formatting
Select style sheets (1,2,...10)
<6+, %42 10
Make font size larger
o @[
Make font size smaller
o 4]

Ruler and tabs

Select the paragraph to which the ruler applies

* Double-click in the graduated part of the ruler
Create a left-aligned tab

* Click in the white part of the ruler
Create a right-aligned tab

« ®+click in the white part of the ruler
Create a decimal tab

« & +Shift+click in the white part of the ruler
Create a center-aligned tab

« Shift+click in the white part of the ruler
Display the Tab Options dialog box

« ® +click or double-click a tab
Copy ruler

o ®+Shift+D
Paste ruler

o« ®+Shift+G

Management of images
Rescale the image to 100%.
« Click handle in upper right corner of a picture
Display the Resize Picture dialog box.
« @ +click handle in upper right corner of a picture
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MacOS and Windows Operating Systems' ShortCuts Section: 008.12

Search and Replace

Search for tabs

- ®+Tab in the Find dialog box
Replace tabs

« ®+Tab in the Find & Replace dialog box
Search for carriage returns

- ® +Return in the Find dialog box
Replace carriage returns

« ® +Return in the Find & Replace dialog box
Find

o @ +Shift+F
Find next

o ®+Shift+N

Print Preview
Zoom
* Click in the Print Preview window
Return to full page view
« ®+click in the Print Preview window
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Windows Shortcuts

Insertion of objects

Display menu of fields in the master file.
* Alt+click in the 4D Write area

Display menu of files and fields.
* Alt+Shift+click in the 4D Write area

Display menu of files and fields in the Enter Variable or Command dialog box.
* Alt+Shift+click in the Enter Variable or Command dialog box

Display the insertion dialog box for an object (field,expression, etc.).
* Double-click the right button on an inserted object

Display the Choose Format dialog box
« Ctrl+double-click on an inserted object.

Interface
Cancel a dialog box.
* Escape
Exit the 4D Write area.
* No keyboard equivalent

Navigation in text

Move the cursor to the end of a word.
* Ctrl+right arrow key

Move the cursor to the start of a word.
o Ctrl+left arrow key

Move the cursor to the end of a paragraph.
* Alt+Ctrl+right arrow key

Move the cursor to the start of a paragraph.
* Alt+Ctrl+left arrow key
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MacOS and Windows Operating Systems' ShortCuts Section: 008.12

Text formatting
Select style sheets (1,2,...10)
* Ctrl+1, Ctrl+2,...10
Make font size larger
o Ctrl++
Make font size smaller
* Ctrl+<d & Replace dialog box

Ruler and tabs

Select the paragraph to which the ruler applies.

* Double-click in the graduated part of the ruler
Create a left-aligned tab.

* Click in the white part of the ruler
Create a right-aligned tab.

* Ctrl+click in the white part of the ruler
Create a decimal tab.

» Ctrl+Shift+click in the white part of the ruler
Create a center-aligned tab.

» Shift+click in the white part of the ruler
Display the Tab Options dialog box.

» Ctrl+click or double-click a tab
Copy ruler.

o Ctrl+Shift+D
Paste ruler.

o Ctrl+Shift+G

Management of images
Rescale the image to 100%
* Click handle in upper right corner of a picture
Display the Resize Picture dialog box.
» Ctrl+click handle in upper right corner of a picture
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Search and Replace
Search for tabs
* No keyboard equivalent
Replace tabs
* No keyboard equivalent
Search for carriage returns
* Ctrl+Return in the Find dialog box
Replace carriage returns
« Ctrl+Return in the Find & Replace dialog box
Find
o Ctrl+Shift+F
Find next
o Ctrl+Shift+N

Print Preview
Zoom
* Click in the Print Preview window
Return to full page view
* Ctrl+click in the Print Preview window
For 4D Write Error Codes see Appendix D.
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Tutorials Section: 008.13

Tutorials

Creating a Default Template
Creating a 4D Write File
Adding the Current Date

TechTracS DBA Manual Page 1



Section: 008.13 Tutorials

Page 2 TechTracS DBA Manual



Tutorial #1 Section: 008.13.01

Tutorial #1

Tutorial #1: Creating a default Template

Creating a template is helpful so that the document style does not have to be recreated every
time a new document is created.

O Techlracs Word Processing
File Edil Fonl Blllr Fimd Formal Dalabase _
_ll:. [T T '] |.I..l [T T g.l BT TP T I}J e By

1. From the Control Center, double-click on the Documents table.
2. Click the Add button, from the Listing screen

3. Inthe 4D Write area type "Reply to Attn of".

4. Select “Select All” from the “Edit” menu.

5. Select “9” item from the “Style” 4D Write menu.

6. Select “Smaller” item from the “Style” 4D Write menu.
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Section: 008.13.01 Tutorial #1

7. Select “Smaller” item from the “Style” 4D Write menu.
8. Change the starting left position of the "Reply to Attn of"” to 1/16" on the ruler.

9. Select “Save as Template” item from the “File” 4D Write menu to create a template for
the 4D Write area for the Documents table. Note: Whenever you select ““Save as
Template” item from the “File” menu, your default template becomes whatever is present
in the 4D Write area for that area only.
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Tutorial #2 Section: 008.13.02

Tutorial #2

Tutorial #2: Creating a 4D Write File

1. Create a tab position 7/8" on the same line as the "Reply to Attn of" by double-clicking
directly below ruler position 7/8". Accept the default settings.

2. Place the cursor directly to the right of “Reply to Attn of." Press the tab key once.
3. Select “12” item from the “Style” 4D Write menu.

4. Type in your mail stop next to the "Reply to Attn of."
5. Add a couple of carriage returns.

6. Move the left margin position to 7/8”

7. Next, type in your name followed by a carriage return.

8. Type your title below your name.

File Edit Font Style Find Format Database
m.!ll.lI&IIII.IIIIIﬁIIIIIJIIEIII- III.II |IIIJ

g.mh;ﬁ;..:ut e

Steve Monteilh
Senior Frogrammer
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Section: 008.13.02 Tutorial #2

9. Select “Save as” item from the “File” 4D Write menu to create a 4D Write file on
your computer. Use the name "My4Doc.4wr" as the filename.

10. Close the window.

Note: You can share 4D Write files with other NASA TechTracS users. To share a 4D Write file created on a Mac
to a PC user, the filename must have the extension ".4wr" (ie my4Doc.4wr). Hence, you could email the
document as an enclosure to other users.
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Tutorial #3 Section: 008.13.03

Tutorial #3

Tutorial #3: Adding the Current Date

1. Zoom the window by selecting “Go to full window” item from the “File” menu.

2. Select “Select All” from the “Edit” menu.

3. Move the right margin to position 6-3/4”.

4. Place the cursor directly to the right of your mail stop.

5. Create a tab position just to the left of 6-3/4" on the same line as the "Reply to Attn
of" by double-clicking directly below ruler position 6-3/4". Choose right tabulation
from the tab dialog.

6. Click the tab key once.

7. Select “Insert Current Date” from the “Database” menu bar.

8. Click once on the 4D Expression "<<Current Date>>" to select the expression.

9. Select “Format...” item from the “Database 4D” Write menu. Scroll down to find
the format Month, Date, Year and click once on it and click the OK button.

O Doe EE
'-'h...ll. in Fa i [+ RPN B - P D...I.l.#...l.‘. [ .

= (’_'"T[} [:u.-rn-l' .il

O EEEERE

1ot s ot DIE wCLranl dntle;Fanih Deie, Yedr

Steve Monteith
Sanior Frogroammer

10. Select “Save As Template” form the “File” menu.
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11. Select “Save As” item for the “File” 4D Write menu to save the file on your computer.
Use the name "My4Doc2.4wr" as the filename.
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Letters

Section: 009

Letters

Overview

Printing a Letter from Data Input
Queue Manager

Printing Letters

Modifying or Creating A Letter
Enclosures

Importing or Exporting a Letter
E-Mailing Letters

Tutorials
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Overview Section: 009.01

Overview

NASA TechTracS stores various pre-formatted letters & documents for printing combined with
data from records from any table in the database. Users can also create their own letters &
documents using the various options in NASA TechTracS
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Printing a Letter from Data Input Section: 009.02

Printing a Letter from Data Input

A letter can be printed using data from the following technology.

[| =————"Technology: 14 0f 139 records in selection [TT ¥iew] ="———
Case Number [SSC-00015 | Release to Public
Report As

General Information ]Ah5tract.ﬂ(egvnrd5 "Related Cazesf TechFinder "Internal Comm. Assessment "_ |

NTR Title |AN X-RAY SCATTER APPROACH FOR NONDESTRUCTIVE CHEMICAL AMALYSIS OF —

LOW ATOMIC-MUMBERED ELEMENTS -
[Status |[Sent Initial letter for SB that has elected title | 12/23/1999
NTR Status [Unassigned | NIR Received Dt |05/ 10/1990
TTransfer POC [Unassigned | ] Software NTR Reported Dt |05/ 101990
=
[ Release of Tech Rec Approved [ Submit to HQ Pub Release Dt [00/00/00
Origin
S [ In-house ] Grant [J Subcontract ] other
[ Joint B Prime Contract [ Multiple Contractor
Contract Information
Contract No [NAS13-250 | ReportNo.| | Cause
Organization Name |5uerdrup Technology, Inc. |
Task No. | |  WorkOrder No. | |
Other Associated Contracts: [0 | [ Add.. | [ NewWindow... |
Innovators
[ New Window... |
Hame Entity Contract No. Associated Company POC %
|Har'u:u]-:| ||R|:|55 | Swerdrup Technology, Inc. | |:| =

Murnber of Innovataors ;1

4]

Find by ... [ Keyword ” People ” Contract ” Company ”Fiscal ‘rear”Prng. ﬁrea] [ Query ]

? Y LS o ©Ce® EHHE

Z

When a technology record is open, click on the Print button to display a list of reports and
letters.
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Section: 009.02 Printing a Letter from Data Input

Technology: 14 of 139 records in selection [TT ¥iew]

Case Number [SSC-00015 | Release to Public
Report As
Gener| *
NI Choose Report and/or Letter Layout{s)...
Reports Doc # | Letters
Backlog of NTR= AR Inventor comnments on Nowvelty Search -
(3 |vocket Report =[] 1001 Privasy Aot Statement - NAZ A = K199
WIR| [Form 422 2450 MNr1 345020 INVENTIONS MADE BY GOVERNMENT EMPLOYEE
Farm 433 Ticket TEl Ewaluation Questionaire to M&S4A Employes or Contractor at /1990
1T Form 434 220 Confirmatory License Request(Contractaors) /1990
Farm 1380 833 Fatent Is=zued to Company
| |Form 1424 532 Fatent Issued to MASA SO0
~0r Farm 1546 231 Fatent Application Filed to MAS A Innowvator
Forr 1548 8Z0 Fatent Applied For - MT Clause to CCR _—
Farm 1651 L {210 Fatent Inactivated Letter to NASA Innovator il
| [Form 1672 | 4 [l ID
_c':'( 1 records in selection ] Followup Letter B4 All Innovators
on Cancel I Print I
TEFFTET v I e e O T e e T I
Other Associated Contracts: [0 | [ Add.. | [ NewWindow... |
~Innovators -
[ Add.. | | | | [ New Window... |
Name Entity Contract No. Associated Company FOC
|Haru:-1d ||R-:-55 | | | | | |Sverdrup Technology, Inc. | D
Murnber of Innowvators: 1
Find by ___ [ Keyword ” People ” Contract ” Company ”Fiscal ‘l‘ear] [Prng. ﬁrea] [ Query ]
t oA L, | B
Y LS & b B &

The scrollable area on the right of the window contains all of the letters applicable to the current
database table, in this case, the [Technology] table. Highlight the desired letter and click the
Print button to begin the printing process. The print job is placed in the print queue for
processing and is present in the Queue Manager.

Multiple reports & letters can be selected by Shift-clicking or Command-clicking (Control-click
on Windows) on the items.
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Queue Manager

Section: 009.03

Queue Manager

The queue manager has three areas that contain tasks. The "Held" queue contains all tasks
specified to be held until the user activates them. Select a task in the "Held" queue and click the
Activate button to move the task to the "Active" queue. To put a task on hold, select the task in
the "Active" queue and click the Hold button to send the task to the "Held" queue. The
"Complete” queue contains all tasks that have been completed. To rerun a task, select the task in
the “Complete” queue and click the Requeue button.

[=—————"—Autofgent Queue Maniger ———— H
m Submitted Soheduled
i Tazk Date Tims Date Tima User
11inqueve oot Amms Fied [PAS) /0371997 175644 00000 CO:00 00 Simen -
SEC-000T4-1 . Form 433 Tlcket 1A0GCFST 1TIE0S 00400400 0000000 Simen =i
M AG1Z-24 : PRequest A1 A99T  0920:2e 0040000 0000000 Designes
SEC-0004E 700 :Delay SARDCTREY C90E A DOS00/00  C0:00 00 Jerame
SHC-O004E B0 Py IAEDCFST ORE01 00400400 0000000 Jerome
SEC-0004E 720 Faluay 1/Z0A997 09125 00A00/00  00:00:00 Jerame
SEC-0004E: Form 1320 LEDMTEIT 090254 000000 000000 Jerome
SHC-00046: Form 1360 1AE0MFST  OF1E:55 00400400 000000 Jerome |
SEC-ON04E : Frrm BEE 1/T0/19E7 0917055 000000 0000 00 erarme -
m Submitted Scheduled
Taxk Cate Time [rate Time= L=
A UeE e NOE T: Fermn 432 Tiohet 1/05/1990 1530:00 00/00/00 O0:00:00 Crian -
KEC-ONN5T: Farm 433 Tizkat 1N5AF9E 153951 04000 00000 Erian
S50 -00005 ET0 [y SAEMFES 152434 0000400 000000 Erla
Farrn 1545 A2 200 L0700 0050000 000000 Dawd
=
Tubmittod Complated
Task Date Time rate Time  |user
SRinaquee o nooos 10271955 140354 /0471955 17:18:095 Cave -
Cordrasice Info AR 160101 1291992 1632015 Simen =I
SEC-0000 : Maw Tach Fepart FARMTEEE 140621 | AEA1993 142757 Dave —
SEC-0000E: Mew Tech Reoort 15398 1313057 1ASA1935 155606 Simen
SEC-OD04E : Frrm S86 AR MIRET 111524 14E A199T 11016084 Simen
SEB R Monihiy LATCTEIY A0 LA 89 1T 92T Dard
56 Hiztory IA1MA57  AT36:40 141 F1957  1T33:02 David
SER Conb-acts 111997 173647 1411 £1997 173903 David -l
[ A6 E-FF  FRequest LA 1FET ITEEES 3411 £ 1997 1758 ST Davd -
Eefesh interval: 30 seconds P‘.I1IZI|°|I]EI'I|: 51':13[“?'1
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Buttons in the Queue Manager Window Section: 009.03.01

Buttons in the Queue Manager Window

Held Queue
Activate - Send the task to the Active queue.
Act. All - Send all Held tasks to the Active queue.
Delete - Completely remove the task.

Active Queue
Hold - Send the task to the Held queue.
Hold All - Send all Active tasks to the Held queue.
Delete - Completely remove the task.

Complete Queue
Delete - Completely remove the task.
Delete All - Completely remove all the tasks from the Complete queue.
Requeue - Send the task to the Active queue.

In the user preferences section of NASA TechTracS (accessible from the Control

Center by clicking the Prefs button or by selecting *““Preferences” from the “File” menu),
the user can specify that tasks should be processed by the AutoAgent machine or locally
on the client machine. If the checkbox in the General Preferences section labeled "Personal
Agent" is checked, tasks are processed on the client machine. Otherwise, tasks are
processed by the NASA TechTracS AutoAgent machine. When the "Personal Agent" is
checked, the users see only their own tasks in the Queue Manager. When the "Personal
Agent" is unchecked, the user can see all tasks in the Queue Manager.

If the "Hold Print Jobs" checkbox is checked, all letters are placed in the Held Queue of the
Queue Manager. This would prevent the letters from printing until a user moves them into
the “Active Queue”.
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Section: 009.03.01 Buttons in the Queue Manager Window

Preferences
—Current User
User Name gulmer =5 1
Last Login Date 03/08/2001
Last Login Time 2:06 PM [ Change Password... |
—General Preferences
] Remember last selection [ Confirm before cancel
[ Trap error messages [ Confirm Saves
[J Add records one at a time [] Hold Print Jobs
] Automatic Sets [ Suppress Status Check
] Automatic Sort [ Suppress Tips
[ Case Number Prefix [ Info Messages On
] Personal Agent [ Show Clock in Control Center
‘four tasks and print jobs will be processed
e [ Reload Lists | [ MyTables... |
~Miscellaneous
[ Reset Windows & Columns | [ EditAccess... |
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Printing Letters Section: 009.04

Printing Letters

Printing a Letter from the List Screen
Printing a Letter from Word Processing
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Printing a Letter from the List Screen Section: 009.04.01

Printing a Letter from the List Screen

Users can print letters from a listing screen by clicking the Print icon at the bottom of the screen.
A letter for all records currently in view is printed when the user selects the Listing item under
the Reports column and clicks the Print button.

Technology: 139 records in selection [TT ¥iew]
E;::Era\f; pepord |Case No. NTR Title Date Rec.
O [S5C-00002 ||LORAM 'C' RECEIVER MODIFICATION |[[09/04/ 1287]
%} ¥ ||SSC-00032 |[ELECTROMIC THERMOCOUPLE TABLES |08/ 1771994
| Choose Report and/for Letter Layout(s)... 1967
b Reports Doc # |Letters 1987
D Backlog of NTRs |l ad4z Inwentor corments on Movelty Search Fe 1997
Docket Repart =] | 1001 Privacy Act Staternent - NAS A =]
I:l Farm 433 —1 | 3450 MM 345020 INVEMTIONS MADE BY GOVERNMENT EMPLOYEER= 15988
] | Form 433 Ticket Te1 Evaluation Questionaire to MASA Ernployee or Contractor at 1959
Forrn 434 820 Confirmatary License Request(Contractars])
D Forrn 1380 833 Fatent Issued to Cornpany 1959
Form 1434 SI2 Fatent [ssued to NASA
I:l Form 1546 231 Fatent Application Filed to MASA Innowvator 1989
E Form 1548 230 Patent Applied For - NT Clause to CCR - 19a7
Form 1661 - 1| 210 Fatent Inactivated Letter to MAS A Innowvator il
O} |Form 1679 | [«Ti] I 1930
%} : : 1990
= 139 records in selection ] Followup Letter kA All Innovators :I
1990
= [cancel ] 1550
I:l |:l:ll.- AT | |HI"I el PRUOSLTT UaTHD LT T oD BRECTLEL T AN | |'-.r'.¢." L I198E‘
O [S5C-00017-1  |/|AM AUTOMATED SYSTEM FOR MAINTAINING LA|[03/25/1991|
O [S5C-00018-1  ||[MORPHOLOGICAL IMAGE REMAPFER |[[06/27/1991]
O [55C-00020-1  ||[#-RAY TUBE COLLIMATOR I |[o8/20/ 1992]
¥} ¥ |[55C-00021-1  ||[NASA/SSC GAS AND MATERIAL ANALYSIS LAR|[08/15/1992]
O [S5C-00022-1  |||55C RADIOGRAFHIC SOURCE MANIUPLATOR | /|06/20/1992|
O [S5C-00023-1  ||[THICKWALL RADIOGRAPHIC SYSTEM AND TECH [09/24/1992|
O [S5C-00024-1  |||[CRYOGEMIC WESSEL RECERTIFICATION INTERY|||05/26/ 1992 |
%) ¥ |[55C-00025-1  ||[HYDROGEM FLAME SIMULATOR |[o8/28/ 1992]
— P e e | R |
Find by ... [ Key word ” Feople ” Contract ” Company ”Fiscal Tear] [Prug_ hrea] [ Query ]
PEHEDR S |
—
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Printing a Letter from Word Processing Section: 009.04.02

Printing a Letter from Word Processing

A letter can be printed from NASA TechTracS word processing by selecting “Word Processing”
from the “Report” menu. When the word processing window is open, the user can open
previously saved letters or type the letter into the window. In order to include fields in the
letter, select “Print Merge” from the “File” menu. A dialog is displayed prompting for the
appropriate table. Search for the records desired in the letter or letters, and order the selection of
records to be printed.

When creating a letter to print, A NASA TechTracS field can be inserted as shown below.

TechTracs Word Processing

File Edit Font Style Find Format Database
10 bt Ll LB I 5.V YO0 O TOR O VO =T W00 8 WL WO 0 O L2 0 1 00 JOC ORS00 KA O I O

¥ L. I R
(:] 1 D IDocument :I

i »

Choose a field to insert

Table:[Technology ]|

Caze_Mumber
Contract_Murnbetr

MTR_Title
Software_Date_of_Disclosure
MTR_Reported_Lrate
Software_Outside_Beta_Test
Copyright_Registration_Late
15t_TT_Evaluator _Type
Subrnit_for 1 st_Ewvaluation
Back_from_1st_Evaluation
Initial_Classification
Motify_Innovator

miG

4]

o

1]

A [l [»

After selecting the field, it will appear in the letter enclosed by these characters : <<,>>.
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Section: 009.04.02 Printing a Letter from Word Processing

WASA TechTracs 4.1.0 ]

[=—————————————TechTracs Word Processing =—————— H
File Edit Font Style Find Format Database

«[Technu]ngg]ljn5ehlumber>>[

NASA TechTracS will then prompt for a "merge selection™ because a specific table has not been
chosen. Clicking on the desired table name in the scrollable list to locate the records containing
data for the letters.

@ Create merge selection

s Taalkit Fs
Constants =
Action ke =
Comttact_Grant

Orecord(s) selected

Tech innevator
Feople
Corrpany [ Sort. | | Search.. |
Ingquiry
Docurneni=
Technoiogy

1]

[ Cancel I“ Print ]I

Then click the Search and Sort buttons to build and order the record selection using the
standard NASA TechTracS Query and Sort editors.
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Printing a Letter from Word Processing Section: 009.04.02

@ Create merge selection

Contraxt_Grznt - | record(s) selected

Tech Innov atar =

Pecple =

Carnpany

Inquiry

D cumnerds

Technalogy [ Sort... I [ Search... J
Froces=

Tech Chronalegy | | 7

LG Chronalagy - [ Cancel I“ Primt JI

Clicking '"Print’ will print the letter once for every record in the selection.
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Modifying or Creating a Letter Section: 009.05
Modifying or Creating a Letter
The NASA TechTracS letters are stored in the Documents table as shown below:

| Documents: 123 records In selection 2=
Cade | Title

842 Inwentor comments an Movelty Search

1o Privacy Act Statement - HASA

103 Erivacy Act Statemant - Contractor innovakor

3450 MMl 34 50,2C INVENTIONS MADE BY GOVERNMENT EMELOYEES

1002 | Report of New Technology/Inventian

1 000

781 Ewaluatian Questionaire ta NASA Employes or Contractor at NASA

220 Confirmatory License Reguest{Contractors)

833 |[Patent Is5ued to Company

S - Patent |ssued o NASA

ER Fatent Application Filed to RaSA Innowvatar

830 | [Patent Applied For - NT Clause to CCR

210 Patent Inactivated Latter to NASA Inmovator

Bo0 - Fatent Initial Docket Letber to NASA Innowvator

700 |[Fielease to Disseminate SHIR Data

[7EO Eu’ﬂluih{lh Questionaire o Hor-HASA

a3 Ew:h Bref Copy to Contractor Innovator

752 [Tech Braf Copy to NASA Innovator

751 |[oraft Tech Brief to Contractor Innovatar

750 [loraft Tech Brief to MASA innovator

743 [Class 4 - No Reevaluation - Notify Contractor innovator

742 Class 4 - No Reavaluation = Notify NASA Innovator

741 ||[Class 4 - Reevaluate Class 1 - Natify Contractor iInnavator

[y |
teHal A % o =
i F e

Double-click a record from the [Documents] table to view or edit the setup options for a
specific letter. In the [Document] input form, specify the relevant table, enclosures, type of
paper, number of copies, contents, and name of the letter. The popup specifying the table for
the letter contains all of the table names in NASA TechTracS. The selection appears as a
number representing the position of the table in the database.
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Section: 009.05 Modifying or Creating a Letter

[0 =—————Documents: 14 of 123 records in selection>=o"m—— 0 B

Code Last Update |09/ 26/ 2000

Name [Patent Initial Docket Letter to NASA Innovator |

4D ¥Write Document ]Email Text Document |

Enclosures | Document Code/Report =] Paper Copies|[ 3 Tﬂhlev
A Print LHead []Print Envelope
\=~| [ 1st Page Only [] Route Single Letter
T 1 [ Modify First [ Automatic Print

Y S ' S EHH

1. Code
Uniquely identifies the letter and is usually also placed in the right hand footer.

2. Last Update
The date the letter was last updated.

3. Title
Document title for user identification.
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Modifying or Creating a Letter

Section: 009.05

10.

11.

12.

13.

Enclosures

Most of the time are documents themselves and must be created beforehand.

Paper
Choices are:
A - Multi-purpose tray
E - Envelope
G - Legal
L - Letter

Copies
Indicates how many copies are to be printed.

Table
The table in NASA TechTracS from which the document may be printed.

Print LHead
To print the NASA letter head on the document (see [Constants] table).

1st Page Only
To print the letter head on only the first page.

Print Envelope
To automatically print 100, 500, 700, 800 series envelopes.

Route Single Letter
Not in use

Automatic Print

To turn on automatic printing of 100, 500, 700, 800 series letters where applicable.

4D Write

The lower half of the window contains the 4D Write word processing area. See 4D

Write on Page 81.
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Enclosures

Section: 009.06

Enclosures

An enclosure is a document that is printed every time its associated document is printed. Click
the Add button to add an enclosure. A document cannot be enclosed by itself. For multiple

copies, specify a number greater than 1 the copies field.

[0 ==——— Documents: 43 of 46 records in selection =—"o—0—————0 H

Last Update (06/02/1993

Name [Forward License to HO

4D ¥rite Document IEmai'I Text Document I

Enclosures | Document Code f/Report |~ | Paper Copies Dl Tahl%
:] B Print LHead [JPrint Envelope
| | [ 1st Page Only [J Foute Single Letter
:] 71 [ Modify First R4 sutomatic Print

File Edit Yiew Insert Siyle Colors Paragraph

mlalel| Rl$] & sl=[E] -~ [v]E] [o]a]

Format Tools

Morrmal | L4 | |He-1vet1'ca | L4 | |'."

] |[B|7|u]

£ il et <<"|"F'Th"13.i|StOp}>

T MASA Headguarters
Altn: GRIGUY biller

-

~ [
[Line 1,Co11 [NUM [CAPS
29580 g e BH
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Section: 009.06

Enclosures

If adding a new document, specify a number greater than 1000 for its Code, unless the letter
IS sent to innovators. Innovator letters are numbered from 699 to 899. Contract Grant letters are

numbered from 100 to 199.

The area of the form containing the document has its own formatting menu options which
are used to insert table fields, variables, and special functions into the document.

Click the button in the upper right corner of the editing area to edit the document in full

screen mode.

| Doc

et 15 1

=i
|

4

d
ulkfm

EEEL e

R AR S e

T MAZA Headguatsrs
AR GRIGUY BMiller

FRCI iy PTWIAIN SRy PATHAE

SLBJECT. Irvention Entitled "«[Technology]T Tike =", «[Tec hnolagy]Case

Humker:

Enclosed for recording in the PTO iz the original signed License o the

Governme ntfor te susjact cagse.

F il biavre amy questions o nesd amy further information for yourfiles, pleass

Jive e a call

=y PaTHames»
«yPATTItlE =

Encleoure

1]

Click the button in the upper right corner of the document again to return to the document

input form.
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Importing or Exporting a Letter Section: 009.07

Importing or Exporting a Letter

Exporting
Importing
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Exporting

Section: 009.07.01

Exporting

To export a letter for exchange with other field centers, for archiving purposes or to work with
the letter in the NASA TechTracS word processing module, select “Save As” from the “File”
menu of the 4D Write editing area. This will cause the following dialog to be displayed
prompting for a name and place to save the document.

Documents: 43 of 46 records in selection

cote

Last Update |[06/02/1993

Name |Fnrward License to HO

| &

4D ¥rite Document IEmail Text Document I

Enclosures

Document Code /Report

Paper Copies D| Tahlev

Remove

|| [] 1st Page Only [ Route Single Letter

g Print LHead [J Print Envelope

B Automatic Print

i rile W

Yiew

Insert Style Colors

nEIE R

| & %io18] o]~/ (1 o)

[ Modify First

Format Tools

Paragraph

!

Marrnal

4DWrite Export:

[ & Programs v6.5 2| F iy ©
D anes7 10/16/2000 (=]
B 4D Client 6.5.7 10/26/2000
£} 4D Client 6.5.7 copy 127414 /2000
(] 40 nsider™ 6.5 08/ 181999
& 4p tnsider™ 6.5 09/28/1999 [
Name: |Doc_850 [ New 3 |
Format: | 4DWrite 6.5 document i]

i

TR S LW
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Section: 009.07.01 Exporting

After exporting, the document can be opened and edited from the NASA TechTracS Word
processing module with 4D Write as pictured below.

File Edit Font Siyle Find Format Database
et by PO T T = 2] ) =T I,E-_l__.__,__J.__._‘,__J___I.T__

e va"I'MaHStopp e e e ettt oe e ettt et e

Ta: HASA Headguartsrs
Al GPICiu Miller

FRO: PTG I Shop wlere PATHEM
SUBJECT:  Inventicn Enttled "« Technelogy|T Thles; «[Technolegqy] Case

Murmers

Enclazed For recording it the FTO s the ariginal sighed Licenss b bhe
Gavernment for the subject cass.
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Importing

Section: 009.07.02

Importing

“File” menu of the 4D Write editing area.

To import a letter received from another field center or from an archive, select “Open” from the

Documents: 43 of 46 records in selection
Last Update |[06/02/ 1993

code [f50__]

Name [Forward License to HO
4D ¥rite Document IEmai'I Text Document I
Enclosures | Document Code f/Report |=| Paper Copies D| Tahlev
:] B Print LHead [ Print Envelope
[ 1st Page Only [] Foute Single Letter
:] I Modify First [ Automatic Print
m Edit Yiew Insert Siyle Colors Paragraph Format Tools
Nsle] Rlel (& %l [2] -]~ B===]}
i | Mormal ————— 4DWrite Impirt "0F————=—
@,W,@,ﬂ

%)

=~ ﬁ 40 Inzider™ 6.5
Readle
b G untitted

w ] Utilities £.5
b Ei Labels Custornizer

13 [::i Microsoft Help

[_ﬂ Programs v6.5
[ o o
09/18/1999 [

0343041999
10422 /2000

Q64171993
0841719959

-

i] [ Show Preview]

Shuw:[ All Documents

.

=N~

X S gy

RN 2.

—
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Emailing Letters Section: 009.08

Emailing Letters

Click the More Tab of the document input form to modify the optional email parameters of the
document. Click on the Get 4D Write Document Text button in the lower right of the form to
copy the text of the document from page one of this form into the text area. The checkbox
labeled "Show in Email list" can then be checked. This text area is then ready for email or can be
further edited.

[0 ==——— Documents: 43 of 46 records in selection =—"o—0—————0 H

Code Last Update [06/02/ 1993

Name [Forward License to HO |

[4D Write Document | Email Text Document I

Email
Text FREOM: <{'-.-'F'TME|1]StDD».-"'«'-.-'F'.ﬁ.TNErT'IE»

] »

SUBJECT: Invention Entitled "«[TechnologylNTR_Titles";
«[TechnologylCase_Numbers

Enclosed for recording in the PTO is the original signed License to the
Government for the subject case.

IT you have any questions or need any further information for your files,
Flease give me a call.

NP ATMHame:
wNPATTIitIE:

Enclosure -
[ Show in Email List {Pop-up) Choices [ Get 4D'Write Document Text ]
7% & fp S fd® BH
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Batch Update

Select the Batch Email item to send email to anyone in the [People] table. The only requirement
is to be viewing the [People] table with one or more records selected.

Choose a Batch Routine..

Consolidate Duplicates A

Exﬁerﬁse Enti

(

The following dialog is presented with the Email Choices pop-up on the left which
contains all of the letters that can be emailed.

Enter the subject and body of the email message, and click "Send". This will atternpt 1o send
an emnail meszage with the subject and body specified to every person in the current
selection of the People file.

Your Email Address:  [iogf@nasa.com |

S5ubject: |Fu:-r'war'd License to HY |

Body: [Feply to Attnof K=

MC

TO: PM&S & Headquarters
Email = Attn: GFSGuy Miller

CholCeS  |oon.  ks/Steve . Monteith
SUBJECT : Invention Entitled "";

Enclosed for recording in the FTO iz the original signed License ta the
Gowernment for the subject case.

-

Murnber of ermail Fecipients: 1 Cancel I | Send II

Note: For Lists of the various letters see Appendix C.
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Tutorials Section: 009.09

Tutorials

Creating a New Letter in the Documents Table
Adding Fields

Adding a Footer to Your Document

Printing
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Tutorial #1 Section: 009.09.01

Tutorial #1

Tutorial #1: Creating a new Letter in the Documents Table

Creating a reminder letter to the Contractor reminding them of an interim report.

[0 =--—-———— Documents: Adding New Record

Name |Ulmer Letter |

4D ¥Write Document IEmail Text Document I

Code |ULME Last Update |00/00/00

Enclosures | Document Code /Report |~ | Paper Copies |:| Tahlevlj|

:] B Print LHead [J Print Envelope
|| [+ 15t Page Only [ Route Single Letter

:] =1 [ Hodify First [ Automatic Print

B File Edit View Insert Style Colors Paragraph Format Tools
mlsle] Rlgl (& %/~ [2] =]~ ==[=[=] F
|Nu:-rrna1 |P | |Palat1'nu:- |—|I|

E| BN N T T

03411,/2001

L. Gregory Ulmer

940 Main Campus Drive

Suite150

Raleigh, NC 27808

Dear br. Ulrmner
(] il ]

Page 1 151 Line 4, Col 3 |HI.IH APS

e s a@lh S w S dH

1. Click in the Code field and type in the first four letters of your last name.
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2. Tab to the Title field and type your last name followed by the text "Letter".

3. Click and hold on the Table # popup. Select Contract_Grant. This will make
the document available for printing from the Contract_Grant table.

Notice that 9 is the table number for Contract_Grant.

4. Paper field will stay at the default of L because we are going to print on letter size
paper. Copies will stay at the default of 1 because we only want 1 copy.

5. Check Print LHead check box so that NASA TechTracS will insert the field center
letter head in the header of the document.

6. Check 1st Page Only check box so that the field center letter head will only be on
the first page.

7. Print Envelope/Route Single Letter/Automatic Print have no meaning on letters
that are not automatically or printing by NASA TechTracS.

8. Select “Open” item from the “File” 4D Write menu select "MyDoc2.4wr".
9. Save the record by clicking on the Accept button.

10. Click Cancel. Note: This step is not required if Preferences Add Records one
at a Time.
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Tutorial #2

Tutorial #2: Adding Fields

Wt e e S L B L e e JE s L
& | ] 4

I <]|1_[} ID-:ucl.rn-e-nt :I

Bephi to bt of DIE «zCurrent date Month Date, Years

«[CompanylNames
«[Companyladdresss
«[Company]Co HO Citys, «[CompanylCo HO Siates «[CompanylZips

Subject: NASA Contract «[Contract_Grant]Contract Mumbers,
«[Contract_Grant]Titles

Per the clause in your contract, please farward an interim repart tao
the Technology Transfer Office.

Steve Monteith
Senior Programmer

11. Click on the fourth line after the mail stop and select “Insert field...” from the
“Database” 4D Write menu bar.

12. Select the Table Company. Select the field Name and click Ok.
Note: If only "«»" is displayed on the screen then select ““Show references”
item from the *““Database” 4D Write menu to display the field correctly.

13. Add a carriage return after the «[Company]Name» field reference.

14. Select “Insert field...” item from the “Database” 4D Write menu and select the
Address field from the Company table. Add a carriage return.
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Tutorial #3

Tutorial #3: Adding a Footer to Your Document

|I:k....l..il...l....l...l 1l I...Jl....l...J....|...J....l...lg.l...JL...|..J....|...JL...|...]§.|....l...l...J....|...J....|...].ﬂ'.l...J....|..J....|...J....|...l§.|....l...l...J....|...J....|...].‘.5.".|...J....|..J....H....l...l?.l...J....l...l...l_

I :I IFl:u:-ter |:I

] »

«[Ducuments]ﬂnde}J

1. Select “View Footer” item from the “Format” 4D Write menu.

2. Adjust the right margin to 6-3/4”.

3. Create a right tab at position just to the left of 6-3/4”.

4. Press the tab key once.

5. Select “Insert Field” item from the “Database” 4D Write menu.

6. Choose the Documents table and locate and click on the field Code.
7. Click OK.

8. Select “Show Values” item from the “Database” menu.

9. Select “Show References” item from the “Database” menu.

10. Select “View Document” item from the “Format” 4D Write menu.
11. Select “Save” item from the “File” menu.

12. Click the Accept button.
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Tutorial #4 Section: 009.09.04

Tutorial #4

Tutorial #4: Printing
1. Select “Preferences...” from the “File” menu.

2. Check the Personal Agent check box.

General Preferences
[] Remember last selection
] Trap error messages
[] Add records one at a time
[] Automatic Sets
[] Automatic Sort
[] Case Number Prefix
] Personal Agent

Your tasks and print jobs will be processed
by the Autodgent.

3. Click OK.

4. Select Contract_Grant table from the Control Center.

5. Click List All.

6. Double-click on the record in the selection that matches your center number (ie
KSC is 10) which is used as a prefix for contracts and grants. If there are more than
one computer being used by a center, then multiply you center number by 2 and
double-click on that record in the selection.

7. Click on the Print button icon on the left-side of the data input screen.

8. Locate your letter in the right hand list and click the Print button.
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Tutorial #4

Choose Report andsor Letter Layout(s)...

Reports Doc # |LEtters
CG Surnmary | 175 3 Certification of Compliance o NAS A - PR (Contractor C1d a
CG Tickler =177 CG Certification of Compliance to MASA - PR (Grantes) [ |
Chronology Surnrm ary 155 5 ‘withholding of Payment - MT Clause
Contract Statistics 120 Request at End of Contract to Contractor = NT Clause
Contractor and Contracis 131 Request at End of Contract to Confracter — PR CContractor C
Contracts for Cer bification 132 Request at End of Contract to Contractor — PR CGrantee Clau
MTE= By Contract Murber 140 FEequest at End of Contract to N&SA Tech Eep - MT Clause
Patential Reportable Mem 141 Req. at End of Contract o NASA Tech Rep - PR (Contractor f=]
Purzhaze Requast 142 Requezt at End of Cantract ta NASA Tech RPep - PR (Grantes =
56 IR Contracts SN 1OMT Manteith Letter

L

SB IR History

1 records in selection

4 [

L] Fallowup Letter

| cancel |||  Print ||

9. Select “Queue Manager...” item from the “Report” menu.

10. Click OK to page setup dialog.

11. Click OK to print dialog.

12. Close the Queue Manager window.
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Label Editor

Section: 010

Label Editor

Overview

Getting Started

Components of the Label Editor
Creating A label

Specifying the Label Layout
Tutorials
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Overview Section: 010.01

Overview

4th Dimension’s Label editor provides a convenient way to print a wide variety of labels.
With the Label editor, the following can be accomplished:

* Design labels for mailings, file folders and file cards, and for many other needs.
* Specify the font, font size, and style to be used for the labels.

* Specify the number of labels across and down on each page.

* Specify the label page margins.

* Load and save label designs.

* Print labels.
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Getting Started Section: 010.02

Getting Started

Select the file from which data will be used to print labels. (e.g. [Company]).
Select the records to be used.

Select “Labels” from the "Report" menu, or type Command-J.

The label editor dialog window will be displayed.

Moo pp e
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Components of the Label Editor

Label Tab
Layout Tab
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Label Tab Section: 010.03.01

Label Tab
Labels : Company
|'-"" Il.-rr-.lll
1. Toolbar I
Lot of Fiwids dFEENERNENEREREE
A Arvvaal _Sales =
- B dewa e ]
2. Field List — = -
3. Label preview area ———j—t % Busmsas_Tupe -
- Campainy _ade
Cermpandy LR
] Couréry
B it _Fuaxedind | |
B reicion -
Hiatia Text: IEI
4. Static Text entry area —> |
5. Text attributes area ik jee i Lowh ery I o~
Backgrond [ morder Fermat | = | |3 Pias
6. Object Look area > E— Lire 'Width
o Fin Fedrl.: I =l gnu
Y e Forr Sime: |~;- Painis ,,j iides
[ JEHIE
7. Use Form Pop-up list lpFirm w | | | satineatn: [Cetmn =] ] Snktten
8. Load/Save Template
9. Default Look button ——|—p _owtemtt ok | | teeh V| [ Save.V | [ comert ||| remt |

The Label page of the Label Wizard contains settings for designing and formatting labels. The
Label page contains the following elements (numbering corresponds to the numbering in the

above figure):

1. Toolbar:
The Label Wizard toolbar contains tools for drawing, selecting, aligning,

distributing, and duplicating objects.
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Label Tab

Arrow tool Drawing tools

Y=l [=l=ANE

Alignment Tools

Duplicate

!

f
|
|t ] = | 3 | ] ] i =
Rectangle Align Right Ry
Rounded Rectangle  Align Left . Move to Front
Cwval Align Bottom +Move to Back
Line Align Top
Align Horizontal Center Distribute Vertically
Align Vertical Center Distribute Horizontally
2. Field list:

This area displays the names of the fields in the current table in a hierarchical list.
If this table is related to other tables, the relating fields have a plus sign (on
Windows) or an arrow (on Macintosh). Fields from the related table can be
displayed by expanding the related fields. The fields in the related table are
indented.

Note: Only tables and fields that are visible appear in the Label Wizard. For information
about making tables and fields invisible, refer to the 4th Dimension Design Reference.

3. Label preview area:
Use this area to design the label.

4. Static Text entry area:
Add static text objects to the label.

5. Text attributes areas:
These controls allow the specification of the font, font size, display format, and
style of the text.

6. Object Look area:
These controls specify foreground and background colors, fill patterns, and
borders for individual objects on the label.
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7. Use Form Pop-Up list:
Bypass the Label Wizard and use a form to print the labels. If using the Label
Wizard to create the label, select “No Form” (the default) from this list. Using the
Label Wizard to create a form, choose it from this list. 4th Dimension will then
ignore any other label specifications in the Label Wizard and print the labels
according to the design or the specified form. As with any print job, it executes
any form or object methods associated with the form.

8. Load/Save Template:
These two buttons allow the user to save a label created as a template and re-use
it later. The Load button allows the user to reload the template when needed.

9. Default Look button:
This button applies the default set of “Object Look” attributes to the selected
object.
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Layout Tab Section: 010.03.02

Layout Tab

The Layout tab contains controls for printing labels based on the requirements of the printer
selected in the Print Manager (Chooser on Macintosh), so that the page can be formatted
accurately.

Labels : Compamye
Labal | Leuout
Orientation bels Order
— ek on the

[ o I@ @@] Skarting Labe 1.

E ]J H == 1 o
Labels acoss : Ij@
Labgls donen:

— — ] \
) Lae ize {23 Fage Slze
[] Automatic re=izing
Top Margin: Ijl 5 &
Laft Margin: Ij
Label wicth: 255 . &
Labe Height: TE:
Horizanial Gap: Ij
Vertical Gap: [ d E 10
Unlt: IFuini:- -
Labe'ls pee Rpcerd: |1 - ii iz
Standard Code: I ;I
Iastiend & 8 Tl Fathad
ooy anee: () per Label ) o Rocod

[ Frint Selap... I [ Linad. .. ] | Sawe... I [ C el ] " Primt ]

* Orientation and Labels Order buttons:
These buttons enable the user to specify the page orientation and the order in which
information is assigned to labels. These boxes are used to control the size of labels by
specifying the number of labels that appear on your label paper.

* Layout preview area:
This area provides a reduced view of how an entire page of labels will look, based on the
dimensions entered in the Label Wizard. The page preview also reflects the paper size
selected in the Print Setup dialog box. The first label on the page can also be selected for
printing. The red border indicates the size of the physical page and the blue border
indicates the size of the printable area.

» Label size and page size radio buttons:
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These buttons are used to select the label or the page for setting label and page
dimensions. If Label Size is clicked, the label width and label height can be entered in the
appropriate areas. If Page Size is clicked, values for right margin and bottom margin can
be entered.

* Margin boxes:
These boxes are used to specify the dimensions of the label and the page size, depending
on the radio button selected. After the margins of the label paper have been entered, some
additional adjustments may be needed so that the label text is centered in the labels. Both
positive and negative numbers in the Margin boxes can be used to increase and decrease
the margins.

» Automatic Resizing:
If “Automatic Resizing” is checked, the values in the Label Width and Label Height entry
areas are set automatically.

» Horizontal gap:
This area controls the amount of space between label columns.

* Vertical gap:
This area controls the amount of space between label rows.

* Unit Pop-Up list:
This Pop-Up list allows the user to change the units in which the label and label page
measurements are specified. Pixels, millimeters, centimeters, or inches can be used.

* Labels per record Pop-Up list:
This control can print more than one copy of each label. If more than one copy is printed,
4th Dimension prints the copies consecutively rather than making copies of the label
pages.

» Standard code Pop-Up list:
This control specifies the label, page dimensions, and margins by choosing a standard
commercial label paper from the Pop-Up list.

* Method to apply:
This control selects a method that will be run at print time. For example, a method can be
executed that posts the date and time that each label was printed.
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» Apply method once radio buttons:
These radio buttons are used to specify whether to run the method once per label or once
per record. This control has meaning only if printing more than one copy of each label and
executing a method at print time.

* File buttons:
These buttons provide options for page setup, printing, saving, and loading label
design.
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Creating a Label Section: 010.04

Creating a Label

When records have been selected, a template can be prepared in order to print labels.

1. Drag the first field to display in the label from the Fields list to the Label Preview area. If
the field is in a related table, expand the relating field to display the fields in the related
table. The field is added to the Label Preview area. Selection handles indicate that it is
selected.

2. To concatenate a field to this field, drag the new field from the Field list to the existing
field. Otherwise, continue dragging fields to the Label Preview area. As fields are added,
they can be repositioned by dragging or using the alignment tools in the toolbar.

3. To add a text element to the label, enter the text in the Static Text area and click the arrow.
The static text object is added to the Label Preview area. After adding the element to the
label, it can be repositioned by dragging and aligning it with other objects.

4. (Optional) Using a drawing tool, draw any graphic objects to add to the label. For example,
different backgrounds to the “TO:” and “FROM:” sections of the label can be added. Paste
a graphic from the Clipboard into the Label Preview area.

5. Everything dragged or drawn into the label area is considered an individual object that can
be repositioned. All of these objects can be manipulated with the toolbar elements.

6. Click the Save button to save the current label setup as a reusable template.
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Specifying the Label Layout Section: 010.05

Specifying the Label Layout

1. Click the “Layout Page” tab to display the layout page of the “Label Wizard”. The design
of the label paper can be specified using the entry areas on the Layout page or by choosing
a standard design from the Standard Code Pop-Up list. This Pop-Up list contains
specifications for a wide variety of standard commercial label sheets.

2. Click the Print Setup button to display the “Print Setup” dialog box for the operating
system.

3. Choose the desired printer and click the OK button. If necessary, the Label Preview area
changes to reflect the selection.

4. If appropriate, choose the type of label paper to be used from the Standard Code Pop-Up
list. The remaining entry area on the page change to reflect the selected label paper’s
characteristics. If necessary, these specifications can be modified.

5. Click the appropriate Orientation and Labels Order radio pictures. Choose between
portrait and landscape orientation and horizontal or vertical order.

6 Enter the number of labels in each row of the label sheet in the Labels Across box and the
number of labels in each column in the Labels Down box. The Label Preview area adjusts to
display the appearance of the labels on a printed page.

7. If the first sheet of label paper is partially used, click on the first blank label in the Label
Preview area. 4th Dimension will begin printing labels on the label selected.

8. If desired, choose a unit of measurement from the Unit Pop-Up list to use for entering
margin sizes.

9. Enter values to reflect the margins on the label paper. Use the Label Size and Page Size
radio buttons to control whether the entry area is used for the size of the label or the size
of the page. The size of the individual labels in the label page preview will adjust to
accommodate the margins. For example, if the size of the margins is increased by two
inches, top and bottom, the size of the individual labels will shrink to maintain the same
number of labels that was specified earlier.
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10. (Optional) To print more than one copy of each label, use the Labels per Record Pop-Up
list to choose the number of copies to print. The copies are printed consecutively on the
label paper. 4th Dimension does not duplicate the entire label page.

11. (Optional) If you want to run a method when the labels are printed, choose the method
from the Method to Apply drop-down list.

12. (Optional) If executing a method and printing more than one copy of each label, click either
the Once Per Record or Once Per Label radio button in the Apply Once area. This
control has no effect unless using both the multiple copies and method features.
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Tutorials

Label
Layout
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Tutorial #1 Section: 010.06.01

Tutorial #1

Tutorial #1 - Label

1.

2.

10.

11.

12.

Double-click on the People table from the Control Center.

Use the Query editor to locate your People record. (Search where Last Name equals your
last name).

Double-click on the People record that was returned from the query.

Navigate using the More pop-up to Cases & Keywords screen. Add keyword “NASA
TechTracS Training”.

Click Accept button.

Use the Find query option under Query to locate people with the keyword
"NASATechTracS Training."

Select “Labels...” from the “Report” menu.
Drag and drop the [People]First Name field onto the label preview area.

Drag/drop the [People]MI field (middle initial) and drop it onto the [People]First
Name field to concatenate the [People]First Name and [People]MI fields.

Drag/drop the [People]Last Name field and drop it onto the [People]First Name
field to concatenate the [People]First Name, [People]MI and [People]Last Name
fields.

Locate the [Company]Name field. To do this, find the [Company]Code field and turn
down the triangle to display the fields in the Company table. Drag and drop the Name
field from the Company table onto [People]First Name, [People]MI and [People]Last
Name fields. Since we really did not want to do this, press the delete key to remove the
[Company]Name.

Locate the [Company]Name again and drag/drop below [People]First Name +
[People]MI + [People]Last Name. Since the field width is probably longer than the
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13.

14.

15.

16.

17.

18.

19.

20.

21.

default, we need to stretch the [Company]Name field. To do this press
option+command together and press the right arrow to stretch. Notice that nothing is
happening. This is because the focus or tabable area is still at the field list.

Another way to tell is that the label preview area has no line around it. Notice that
the field list has a double line around it indicating that the field list is the current
table area.

Click on the [Company]Name field to activate the label preview area. Press
option+command together and press the right arrow to stretch the [Company]Name
field. Turn up the Company field list.

Drag/drop the [People]Address field from the People table below all other fields.
Since the field width is probably longer than the default, we need to stretch the
[People]Address field.

Drag/drop the [People]City field below all other fields.

Drag/drop [People]State field onto the [People]City field to concatenate
[People]City and [People]State.

Drag/drop [People]Zip field onto the [People]City field to concatenate [People]City,
[People]State and [People]Zip.

[ A

[Feople]First Hame+[Feople]bd+[Peapla]la:t Hame

[CompanylHame
[Feople]fddre::

"[PeapleICity+HPeople]State+[Peop e I2ip
| |

L A

Click on the Save... button and type "EnvelopeLabel” as the filename.
TIP: It is always a good idea to periodically save your work.

Select all the fields by holding down the shift key and clicking on all the fields.

Align all the fields vertically using the Vertical Tool.
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22. Create equal spacing vertically using the Distribute Vertically tool.

1

People]First Mame+[People b+ [Peapla]lazt Hame

Company]lHame -

Peoplelfddre:s

People]City+[Peaple]State+[Peaple]llip

23. Click on the Save... button.

24. Type “NASA TechTracS DBA Training” in the text Static Text box and click on triangle

to move the static text onto the label template. Position the text in the bottom center of the
template.

Click on the Style Bold check box.

( A
[Feople]First Mame+[Feoplae]t4[Peapla]last Mame
[CompanylName

[FeoplelAddress

[Fzople]City+[Paople]ate+[Peoplaldip
"Wnsn TechTracs DBA Trining
| [ ]

LS

Topics Covered: Align, Adding Field References, Save
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Section: 010.06.02

Tutorial #2

Tutorial #2: Layout

1.

2.

3.

Click on Print Setup button.

Click OK.

Set Labels down: to 6.

Set Left Margin: to 31.
Set Label Height: to 120.
Set Horizontal Gap: to 50.

Set Vertical Gap: to 5.
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Tutorial #2

Labels - People

Lahel | Lagout

Orientation abels Order e o
[ 1 it 1@—‘ :EI_.E: %% Starting Label.

H H = ] 2
Labels across: %
Labels down: |:| %
® Label Sizel ) Page Size 3 4
[] sutomatic resizing
Top Margin:
Left Maragin: 3 6
Labe] Width -
Labe] Height . a
Horizonial Gap:
Mortical Gap: [ 4
Unit: Points - ° 10
Labels par Record: Iﬁ
Standard Code : | ﬂ
Pethod ko apply : |Nn Method ﬂ " 12
Apply once l:__: per Label !:l per Record

[ Print Setup_.. ] [ Load.__. ] [ Save_ .. ] [ Cancel ] Print II

8. Click the Save... button.

9. Click on label number 6 to indicate that the first page will start at label position 5.

10. Click Print button.

11. Click Print.

12. Click Cancel button.

Topics Covered: Layout, Print, Print Setup
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Overview Section: 011.01

Overview

NASA TechTracS expressions are designed to return information that cannot be easily found
under a specific format or from a specific table. They have been developed for NASA TechTracS
by the developer to respond to specific end-user needs. They are intended to be used with the
Quick Report editor and 4D Write. It is strongly recommended to master those two tools before
using these expressions. Please refer to the 4D Write and Quick Report sections in this manual.

A description of all the available NASA TechTracS expressions can be found in
Appendix E. The table lists the name of the expression, with which table it is to be used, and a

description of the information it returns.

In 4D Write, the expressions are inserted by selecting the Insert “4D Expression...” item from
the “Database” menu. Refer to the 4D Write Section.

In the Quick Report editor, the expressions are inserted by adding a new column and entering the
expression in the formula editor window that appears. Refer to the Quick Report Section.

Note: For atable of TechTracS Expressions see Appendix E
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Tutorials Section: 011.02

Tutorials

NASA TechTracS Expressions in a Quick Report
NASA TechTracS Expressions in a 4D Write Document
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Tutorial #1 Section: 011.02.01

Tutorial #1

Tutorial #1 - NASA TechTracS Expressions in a Quick Report
1. Select the Technology table from the Control Center.
2. Click the List All button from the Control Center.

3. Select Query Editor from the pop-up query icon (magnifying glass symbol) on the
bottom of the screen.

4. Click the Load... button to open previously saved query "TechQueryl.4gf" and
click on Query button.

5. Select “Quick Report...” item from the “Report” menu.
6. Select “Open...” item from the “File” menu and select TechReportl.4qr.
7. Click on the [Technology]NTR Title column.

8. Select “Add Column” item from the “Edit” menu.
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Formula Editor

Formula Editor

EEOMME D) J

PeopleMamel [Technalogy | Attorney _Feople_Code)]

[Related Tables - ] [Enmmands by Thernes - ]
A Application_SM_Series_Code - 4D Environment |~ |
- =| | |Arrays =

Application_Title = ELOE
.-‘51' Application_Type Boolean
. Clipboard
Iyi App_FPatent_Assigned _to_Gowvt Communications
@ App_Preparation_fduthorized Compiler
E) assignment_to_NASA_Date Data Entry
Date and Time
2% Attorney_Aide_Feople_Code Drag and Drop
2% Attorney_People_Code .l Entry Control ||
= . - Form Events -
&'-I Back from 1<t Fwalnation

( ] | [ conee

Load... Save__.

|

9. Type "PeopleName(“.

10. Locate the [Technology]Attorney People Code field and
11. Type ")".

12. Click OK.

13. Select “Bold” item from “Style” menu.

14. Uncheck Automatic Width. Resize column C1 to be 1-1/2

15. Type "Attorney" in the header cell for C1.

double-click on it.

inches.

[Teohnobegy | [Teohnobegy INTR | [Techaslogy INTRE_Title
He sder Cagw_Mhuirlsar  MTR _Fecwived_Dals | Ao Tyt _"'lTR_Tll "
Betail 10501 £33
Tokal ]
2 0 1000 17500 200 20 500 50 4 0 30 SO0
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16. Select “Print Preview...” item from the “File” menu.
17. Click the Stop button.

18. Select “Save as” item from the “File” menu and type TechReport4.4qr as the filename.
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Tutorial #2 Section: 011.02.02

Tutorial #2

Tutorial #2: NASA TechTracS Expressions in a 4D Write Document

1.

From the Contol Center, select the Documents table.

Enter your letter document Code in the Quick Find box.

Click OK.

Zoom the window by selecting “Go to full window” item from the “File” menu.
Double-click on the mail stop text.

Select “Insert 4D Expression...” from the “Database” menu.

Type “vTTMailStop” and click OK.

Replace “...Technology Transfer Office.” replace with “...Technology Transfer
Office by .” in the main paragraph.

Click to the left of the period of the main paragrapgh.

10. Select “Insert 4D Expression...” from the “Database” menu.

11. Type “Due Date(30)” and click OK.
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_Eh..l_l..l.u_d.iuu..d..l...l.u .l..l.n_Fg.I. h.n.J..i.J....l_JEJ._h_l..L nat El § I - E:I_H-J_LJJ.‘.JJ.III-J..IJJ —

[ I_iilllia.ld_ﬁ-m

I tplpie wnof oW T THRITSTOPS aburrent datle,Month Cate, Years

=|CompanylName:s
ulfDI‘l’lﬂﬁﬂH]Addﬁii#» |
=lCompenylCo HO Cily=, <[CompemylCoe HO Steles =ICompanylZip= i

Subjecl MASA Contract «[Contract_Grant]Contract Numbers

Fer tha cleuge in Jour contract, please forward an intarim repart Lo |
the Techaology Transfer Office by <Dus DateqZo). |

Steyve Mantaith
Senlor Programirmer |

. 5 S S B S

12. Select “Show Values” item from the “Database” menu.

13. Click Accept button.
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Overview Section: 012.01

Overview

The QRList Formula is used when information from a related Table is needed in a Quick
Report (See Quick Reports). For instance, if the user would like a list of keywords associated
with a selection of Technology records.

Parameters:
1 = »table to search
2 = »field to search
3 = »search value
4 = »field to return
5 = True: Perform search, False: Use existing selection
6 = delimiter to use
7 = string format (eg: "$###,##0.00")

Returns: text
Description:

Generic function to search a specified table and return an accumulated delimited text block
of a specified field.

Note: To access the pointer character (») on the Macintosh or PC, press - and then
> (->).
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Getting Started

Section: 012.02

Getting Started

maser TR i . i )
o access the QRList formula, create a selection of records in a table

([ Technology] for example). Select “{huick Repor™ from the “Repar™ menu

L e L]
PO O Dl

[ N

W i Nl W
[[EESE NER T F S
SRy iEiin N Calowi e ..

TemaTrar & rmEnies

L b AP

A call to QRList may be placed in a formula of an inserted column on a Quick Report. To insert
a column, an existing column needs to be created ([Technology]ID for example). Select “Insert
Column” from the “Edit” menu

O Quick Report Editor BB
Select the fields : Sart arder: _Cell _Calurnn
E] Further_Testing Drewvel & ||
Gowvernment_ze
Count
Ed GRC_Eval_Report oun
23 1D il D Sorted

@ Inactivated_Date

7% Initial_Class ification
Invention_Fe jected_be
.-"51' In_House_FPrep

@ Issued_Fee_Fostcard_R

@ Izzue_Fee_Due_Date

[4n)
=
El

Bk age

ElLE N E
&

D Fepeated Yalues
Autornatic % idth

g’é'-_l lssue_Fee_Paid bl il
C1 | [TechnologyliD = |
Header I
Detail
Total
.50, doo S0 200 2SO, 300 30 400 450 500,
A (]

When the column is inserted, the Formula Editor Screen is displayed. Enter the QRLIist formula
with the appropriate options. The function will generate a block of text from records in a table.
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Formula Bditor=""rc————"—— E

@ Formula Editor

EEEEME D) J

QR list [KeyTechnolagy 1;[Key Technalogy ITechnolagy I ; [Techno logy 11D ; [Keyw Technalogy I'waord ;
True;", ";""

[Related Tables - ] [Enmmands by Themes - ]
1679_Brief_abstract |« | | |4D Environment ]
% = Arrays =
2 15t _TT_Ewaluator _Code ELOBE
.-"-"l' 1st_TT_Evaluator _Type Boolean
23 2nd_TT_Evaluator_Code [:Ilphnar_d .
Communications
,-ﬁt' 2nd_TT_Ewvaluator _Type Compiler
) abandoned_Dt Data Entry
@ Date and Time
Addtl_Info_Reqd_from_Innowvator Drag and Drop
E] addti_info_sent_to_Reviewer | Entry Control N
= - Form Events -
&d'-l Adverzse Search

[ Load... ] [ Save. .. ] [ Cancel ] 0K ||

For example, this formula:
Rl i st (»[ KeyTechnol ogy]; »[ KeyTechnol ogy] Technol ogy | D;

»[ Technol ogy] I D, »[ KeyTechnol ogy] Wrd; True; ", )

When placed in a column of a Quick Report on the [Technology] table will generate a
paragraph of text consisting of keywords (separated by commas) from [KeyTechnology]
records whose [Technology] ID field matches each [Technology] record.

Frint Pressierw:

[
P - AL EDETTH EFPISENT Ppererpple, BT COHFREEE D8 LO0TY LOSCHEES FHADE CTHPEESENN | O TS
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Another example, this formula:

XRist(»[Contract_Gant]; »[Contract_G ant] Conpany Code;
»[ Conpany] Conpany Code; »[ Contract G ant] Contract Nunber;
True; Char(13); "")

When placed in a column of a Quick Report on the [Company] table will generate a column of
text consisting of Contract numbers (separated by CR's) from [Contract_Grant] records
whose [Company] Code field matches each [Company] record.

A further example, this formula:

XRist(»[Contract_Gant]; »[Contract_ G ant] Conpany Code;
»[ Conpany] Conpany Code; »[ Contract _Grant] Contract Anmount;
Fal se; Char (13); " $###, ###, ###, ##0")

When placed in a column of a Quick Report on the [Company] table, following a column
containing the previous formula, will generate a column of text consisting of Contract amount
(separated by CR's) from an existing selection of [Contract_Grant] records. The contract
amounts will be formatted as a dollar amount without decimal places. Note that the "False™
value of parameter 5 stops the function from searching the [Contract_Grant] table again. It
uses the existing selection of [Contract_Grant] records (which was established by a formula in
a previous column).
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Precautions to Consider Section: 012.03

Precautions to Consider

The Formula Editor can be used to change field values in a selection of records, execute 4D
methods, execute 4D commands. Misuse of this feature can result in destruction of data. Try to

limit use of the Formula Editor to QRList functions and simple value comparisons. Technical
support is also available to assist with operations in the Formula Editor.
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Tutorials Section: 012.04

Tutorials

QRList
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Tutorial #1

Section: 012.04.01

Tutorial #1

Tutorial #1 - QRL.ist

1.

2.

3.

Select Technology table from the Control Center.

Click the List All button from the Data Control Panel.

Select Query Editor from the pop-up query icon (magnifying glass symbol) on the

bottom of the screen.

Click the Load... button to open previously saved query "TechQueryl.4qgf" and
click on Query button.

Select “Quick Report...” item from the “Report” menu.

Select “Open...” item from the “File” menu and select TechReportl.4qr.
Select “Insert Column” item from the “Edit” menu.
Type"QRList(>>[KeyTechnology];>>[KeyTechnology]Technoloy

ID;>>[Technology]ID;>>[KeyTechnology]Word;True;<>CR;"")” in the formula
area.
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Tutorial #1

" Formula Editor

Fermuala Editar
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A Cotaborston [ | miry Coniral | |
M resnom Eril - arm Lwents -

[ Lo ] [ Bave. I [ I ana| ] oK l

9. Click OK.

10. Select “Bold” item from “Style” menu.

11. Uncheck Automatic Width. Resize column C1 to be 1-1/2 inches.

12. Type "Keywords" in the header cell for C1.

I W e s s | [ Tt Vg

Ci

T1 echaabegq )T 1k

Case Nprler Dals

Krywards
Beerimaal
I-.fl-ll'l-

Tt

[ &4

=l
-
==

13. Select “Print Preview...” item from the “File” menu.

14. Click the Stop button.
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Tutorial #1 Section: 012.04.01

15. Select “Save as” item from the “File” menu and type TechReport5.4qr as the
file name.

Topics Covered: QRL.ist
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Overview Section: 013.01

Overview

The 4D exporting capability is a fast and reliable way to transfer data for use in other software
applications. A user must be in DBA group of the password system in order to access this
capability.
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File Format Section: 013.02

File Format

Data can be exported in two formats; “Text” and “4D”.

4D: This format is strictly reserved to 4D users that will import exported data into another
4D database.

Text: This format separates fields within a record by the end-of-field delimiter and
records by the end-of-record delimiter. The default field and record delimiters are the Tab
and the Carriage Return, respectively.
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Step by Step Section: 013.03

Step by Step

1. Select the table from which to export records.
2. Inthe List window create a selection of records to export and sort them, if desired.
3. Select “Export” from the "File™ menu.

4. A dialog window is displayed.

Export [Success Story] Data.. Format: |Te:r.t

e é [ Al | |~ |
EE:::::;; | Append s> |

Company_Codz (Cinsert> |

Conmercasiain || (" Fomove ) -
End of field: 2] ] Include Merge Header
End of record: |13 [1 Enclose Text in Quotes
[Save Export Profile | [] Convert Zero Dates to Null
| Load Export Profile | [_cancel | [[_Export “

5. A complete list of the fields are available in the left column and the right column
presents the ones chosen. Using the list on the left, select the fields to be exported. Use
the first three centered buttons to move the selected fields from the left list to the right
list. Use the Remove button to remove fields from the right list.
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Casl Code Y CAS|_Code -

Title =] [ e ] Title ||

Spare''ear Center

SparePage [ L ] Story_Cornplete_Date

Cormpany _Code [ Insert »» ] Releazse_to_Public

Center

Cornrnercial _dpplication [ Remove ] -
-

SpareSpin_off i

6. From the "Format" pull-down menu located in the upper right corner of the window,
select which format to use for the export.

7. ltis recommended to use the default values (9 and 13) for the "end of field" and "end
of record" option. End-of-field delimiters are placed between fields in a record and the
end-of-record delimiter is placed after each record. Field and record delimiters are used
only when using the Text format. By default, 4th Dimension uses the Tab character
(ASCII code 09) as the field delimiter and the Return character (ASCII code 13) as the
record delimiter. Most Macintosh and Windows applications also use these characters.
The default delimiters can be used when importing or exporting data.

8. Click the Export button. A new dialog window entitled "Data file specifications...”
will appear. This dialog will give a quick summary the export. If desired, a description
can be entered in the description pane. This, and the other information is included at
the beginning of the exported file to aid in it’s use elsewhere.
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Data file specifications...

Smart Text Export || Continue II

Filenare : Success_Story
Date of Export: 0424 /2000

Tirme of Export: 19:30 46 l
Records Exported: 11

Cescription Field Lizt

Cancel ]

Enter description for export file... [ CAS_Code [
=] Title T [ ]

— Center &

Story _Cormnplete_Dailh

Feleaze_to_Public B
-] [

9. Click the Continue button once, export options are validated as correct.

10. Another dialog window will be displayed to prompt for the file name and
location of the export file. Click the Save button.tively.
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Precautions to Consider Section: 013.04

Precautions to Consider

The use of this function is reserved for the database administrator.

It is important to know in advance what will be the final utility of the exported file. The use of
duplicate copies are encouraged to prevent any kind of data corruption or loss of the exported
file.

If the data to be exported includes a text field, it is important to understand that data from these
fields may contain carriage returns. If they do, it may affect the usefulness of the file when it is

later used. If there is a possibility of the presence of carriage returns, a different record delimiter
should be used (eg. ASCII 10).
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Tutorials

Exporting

TechTracS DBA Manual Page 1



Section: 013.05 Tutorials

Page 2 TechTracS DBA Manual



Tutorial #1 Section: 013.05.01

Tutorial #1

Tutorial # 1: Exporting

Create an electronic list of all Technologies reported in the last 12 months, sorted by date
received from newest to oldest.

1. Double-click the Technology table from the Control Center.

2. Click on the Query button.

3. Click OK.

4. Query Technology table where the NTR Receive Date date is greater than or equal to
a date 12 months ago. Since we did this in an earlier tutorial, simply Load

“TechQueryl.4df”.

5. Click on the Order by Icon at the bottom of the listing screen. Select the NTR Receive
Date field and reverse the direction of the triangle.

6. Select “Export...” item from the “File” menu.
7. Locate the Case Number and click Append.
8. Locate the NTR Receive Date and click Append.

9. Locate the NTR Title and click Append.
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Tutorial #1

Export [Technology] Data...

Format: [Text

Contract_Nurmber
NTE_Title
Software_Date_of_Di=clo
NTE _Eeported_Date
Software_Out=side_Beta T
Copyright_Reqiztration_L
121 _TT_Ewvaluator _Type

| All »»

117H

| Append »> |
| Inserts> |

| Remove |

End of field: 8
End of record: |13

[
[

| Save Export Profile |

| Load Export Profile |

Case_Murnber -
NTR_Received_Date
NTR_Title

w

Include Merge Header

Enclose Text in Quotes

[_cancel ] |[_ Export II

10. Click the Export button.

11. Click Continue button.

12. Enter file name "TechExport."

13. Click Save.

Topics Covered: Exporting, Order By, Query
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Overview Section: 014.01

Overview

Apply Formula is generally used when a specific field needs to be changed for a selection of
records. For instance, a name field needs to be changed from one name to another, or change
specific dates for given fields. These actions can be performed from the Apply Formula screen.
This feature requires cautious use due to it’s capability to apply changes to multiple records.
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Various Conditions to Observe
« 4th Dimension formulas are not case sensitive. Formulas can be entered in lower case
and 4th Dimension will execute the formula without a problem. However, field values
are case sensitive.

* Apply Formula is only applied to the current selection of records.

* When a lengthy (time) routine is applied, a progress thermometer is displayed to reflect
the routines progress.

* An Apply Formula is ineffective if another user is working on the same record that the
apply formula is attempting to modify.

TIP: Use the Apply Formula tool when all other users are off the Server.
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Section: 014.02

Getting Started

The following screen displayed is called the List Screen. Select the records that need to be

modified.
| Technology: 139 records in selection [TT ¥iew] HH
E;L“raf: pecord |case No. NTR Title Date Rec. =
O [S5C-00001 | [EARTH RESOURCES LABDRATORY APPLICATIO|[02/06/1981 =
O [S5C-00002 | [LORAM T RECEIVER MODIFICATION |[09/04/1987 |
¥} [S5C-00003 | [FUMCTIOMAL CHECK MODIULE PLUG IM |[09/04/1987 |
¥} ¥ |[35C-00004 | |SUPERSEAL BUTTERFLY WALVE |[10/05/1987 |
O M |[55C-00005 | |4PFLICATION OF ENERGY DISPERSIVE ¥-RAY F||[04/22/1958 |
O [55C-00006-1  |||SMART HYDROGEN SENSOR TECHNOLOGY |[o5/06/ 1988 |
A [S5C-00006-2  |||[ELECTRONIC DIGITAL THERMOMETER |[o7/11/1995 |
¥} [S5C-00007 | [COMEBINED AIR &ND WATER POLLUTION CONTR ||[10/03/1987 |
O [SSC-00008-1  ||[LOW PRESSURE, LOW COST WATER CYLINDER ||[03/16/1989 |
O [S5C-00009-1  ||[A COHERENT, EFFICIENT, FLEXIBLE AMD FAST ||[03/07/1989 |
O [55C-00010-1  ||[DIGITAL IMAGE DIFFEREMCING FOR STORAGE & [03/16/19589 |
O [S5C-00010-2  ||[DIGITAL DATA REGISTRATION AND DIFFERENC]|[03/25/1989 |
O M |[55C-00011-1  ||[CASE NUMBER MOT IN USE |lo6/08/ 1998 |
O [SSC-00012-1  ||[#-RaY TUBE COLLIMATOR |[o1/22/1990 |
¥} [S5C-00013-1  ||[GAMMA RAY COLLIMATOR [[o1/17/1390 |
O [SSC-00014-1  ||[CRYDGENIC PROTECTIVE APPAREL INVESTIGA]|[02/22/1950 |
¥} ¥ |[35C-00015 ||[4M ¥-R&Y SCATTER APPROACH FOR NOMDEST ||[08/10/1990 |
O [S5C-00016-1  ||[AN APPROACH USING DIFFUSE REFLECT AMCE ||[02/03/1986 |
O [55C-00017-1  ||[AN AUTOMATED SYSTEM FOR MAINTAIMING LA]|[03/25/1991 |
O [SSC-00018-1  ||[MORPHOLOGICAL IMAGE REMAPPER [[o6/27/1991 |
O [55C-00019-1  ||[MAN-BORME, REAL-TIME COMPUTER COMPENS ||[05/12/1992 |
O [55C-00020-1  ||[#-RAY TUBE COLLIMATOR || |log/20/1992 |
¥} ¥ |[35C-00021-1  ||[NASA/SSC GAS AND MATERIAL ANALYSIS LAR [05/18/1992 |
Find by... (Kagword ) [ Pesple ) (Contract ) ( Company ) (Fizoat vesr) (rog area) [ usery )
TEHER S | R
| Z
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Getting Started

Select “Apply Formula” from the “Enter” menu.

MNew... Eh
Modify... =M
Enter in List

Accept Record

Data Control Panel ¥,
Delete... =D
Apply Formula...

Batch Update Routines..
Keywords...
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Using Apply Formula

When using Apply Formula, it is important to know the various data or field types for the 4D
language. Use the NASA TechTracS Data Dictionary for table and field information. To access
the Data Dictionary, select “Data Dictionary” from the “Utilities” menu.

The following list shows the proper syntax for the appropriate data types.
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Syntax Section: 014.04

Syntax

Date
Date fields must begin and end with ! if they are explicitly declared.
Examples:
* [People]Last Updated:=!10/05/97!
» [People]Last Updated:=Current Date
* [Contract_Grant]SBI Clause Dat:=[Contract_Grant]Fnl Rep Dt+60
-This example changes the SBI Clause date to the final report date and adds 60 days .

Boolean
Boolean fields determine a True or False condition.
Examples:

» [People]NASA Employee:=True

-Yes, this is a NASA employee

* [People]NASA Employee:=False

-No, this is not a NASA employee

Text or Alpha
Text or Alpha fields begin and end with “.”” if they are explicitly declared.
Examples:
* [People]First Name:= “David”
* [People]Area:= *919”
-Notice the () are omitted from the area code. These special characters are
entered automatically.
* [People]Phone:= “7909895”
-Notice the - (separator) is omitted from the phone number. This special
character is also entered automatically.

NOTE: In most cases phone numbers and area codes are text fields. The quotes are
necessary.
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Section: 014.04

Syntax

Longint or Integer

Longint or Integer fields are entered as a number only.

Examples:
e [People]Company Code:=808345

Real
Real fields are fields that carry a decimal place.
Examples:

* [Contract_Grant]Contract Amount:=1,000,000.50

Apply Formulato 1 Feople records...

Enter a statement to apply to the selected records

kel wiatds +- Pecpls I -+ Foutines

[ | Address o | Abs -
. = AreaCode E Acoii E
+ dsnlesign Current date
- dsnlps Current time
* dsnProjtgmt Current user
£ L | AsnResDeny | IDate ||
= | dsnResExp |y of 7

Load.. ] [ save.. ] [ Cancel ] 0K I
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Tutorials

Section: 014.05

Tutorials

Boolean Field Change
Long Integer Field Change
Data Field Change

Alpha Field Change
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Tutorial #1 Section: 014.05.01

Tutorial #1

Tutorial # 1: Boolean Field Change
Set TB_On_Hold to false for all Technology records where Tech_Brief equals True.
1. Select the Query button from the Data Control Panel.
2. Select the Technology table.
3. Click OK.
4. Locate and click on Tech_Brief field. Select comparison is equal to and choose value True.
5. Click on Query button.
6. Select “Apply Formula” item from the “Enter” menu.

7. Enter apply formula statement:

[ Technol ogy] TB_On_Hol d: =Tr ue
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Section: 014.05.01 Tutorial #1

ApplvFformula =" H

Apply Formula to 555 Technology records...
[Technology JTBE_Hold_Date:=False

Operatars - | Technology I =+ Routines
iy & (Invention_Fe jected_because [ & | abs -
" [ =|Provisional Filing_Drate [ Azeii =)
+ State_of _Dewveloprnent —|Current date
- From_Export_Control ﬂ Current time
w To_Export_Control Current user
! L IContractor _Decision_Date | |Date |
= * |TE_Hold_Late ¥ |Cay of o
Load... ] [ 5ave... ] [ Cancel ] ” 0K ]l

10. Click OK.

Topics covered: Apply Formula, Query
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Tutorial #2 Section: 014.05.02

Tutorial #2

Tutorial #2: Long Integer Field Change

One of your Patent Attorneys took the early out and you wanted to change all the
Technology records associated with the retiring attorney to a newly hired attorney. This
will save you from having to visit every Technology record associated with the retiring
attorney.

10.

11.

Note: First you must add the newly hired Attorney to the People file and designate the
people type as "Attorney." You must sign out and sign back in for the change to
take effect.

Select the People table.

Click the List All button.

Click the Add button from the List Screen.

Enter the newly hired attorneys information (ie your name). Note the People code in the
upper left and corner of the screen. Select "Attorney" as the people type.

Click OK

Click once on the Query button.
Select the People table.

Click OK.

Choose Find from the search pop-up search options. Choose by Type. Choose Attorney
as the people type and click Find.

Double-click the first attorney people record. Note the unique number (People
Code) for the attorney. Click cancel to leave people record.

Navigate to the Technology table. Query the Technology table where the Attorney Code
is equals the retiring attorney code.
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Section: 014.05.02 Tutorial #2

12. Select “Apply Formula...” item for the “Enter” menu.

13. Enter apply formula statement:

[ Technol ogy] Att or ney Code: =<new attorney code>
14. Click OK.

Topics covered: Apply Formula, Query, Relate
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Tutorial #3 Section: 014.05.03

Tutorial #3

Tutorial # 3: Date Field Change

Suppose you wanted to start using Form 1546, Form 1661 and Form 1548 that can
automatically be printed by NASA TechTracS. To accomplish this, we need to make

NASA TechTracS think that all prior information has already been sent to NASA HQ on
these forms. This is done by assigning some date to the correct data fields in the Tech
Innovator table. We will use the T FinalClass Date to indicate the information has already been
forwarded to NASA HQ.

Form 1546- [Tech Innovator]info to HQ for TB
Form 1661- [Tech Innovator]info to HQ 1661
Form 1548 - [Tech Innovator]Form 1548 Dt

1.

Select the Technology table from the Control Center.

Click the List All button on the Control Center.

Select the Query button from the List screen

Define Query. (Final_Classification_Date not equal to 00/00/00)

Use Relate popup at bottom of listing screen to relate to the Tech Innovator table.
Select “Apply Formula...” item from the “Enter” menu.

Enter apply formula statement:
[ Tech I nnovator]sparelnfo to HQ 4 TB:=!01/01/65!

Click OK.
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Tutorial #4 Section: 014.05.04

Tutorial #4

Tutorial # 4. Alpha Field Change

Suppose a COTR field out the Inventory assessment for only one record where the
Comrcl Plans field was the same for a number of records. He complained about having
to do this for each Inventory record so he emailed a not to pleasant email asking you to
do it for him.

-

. Select the Contract_Grant table from the Control Center.

2. Click the List All button on the Control Center.

3. Click the Query button from the List screen

4. Define Query. (Contract Number equals NAS10-11400)

5. Use Relate popup at bottom of listing screen to relate to the Inventory table.
6. Select “Apply Formula...” item for the “Enter” menu.

7. Enter apply formula statement:
[l nventory] Conrcl Pl ans: ="Applied research to custom ze

basi c industrial engineering technol ogies in Payl oad
operations."”

8. Click OK.
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Nasa eNTRe Section: 015

NASA eNTRe

Overview
Role of DBA in eNTRe
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Overview Section: 015.01

Overview

Overview of Disclosure of Inventions and New Technology (including Software)

The National Aeronautics and Space Act of 1958, as amended, and all NASA research and
development contracts require full and complete disclosures of those inventions,
discoveries, improvements, or innovations resulting from NASA-sponsored research and
development activities. Basic information usually considered necessary for each completely
documented New Technology Report is governed by the following criteria:
» A full description of the specific problem or objective that motivated the technology
development.
» Atechnically complete and easily understandable description of the new technology
that was developed to solve the problem or meet the objective.
» Anidentification and explanation of the unique or novel features of the new
technology
» Addiscussion of the results (or benefits) of its application.
» The inclusion or listing of any pertinent reference which aid in the understanding
or application of the new technology.

The five broad information areas constitute the basic criteria for adequate new technology
documentation and form general guidelines that should help to achieve:

» Rapid, effective, and efficient evaluation of New Technology Reports.

» Adecrease in requests for additional information, which are time consuming and
costly.

* Improved and timely preparation of NASA-sponsored marketing materials, (such as
TechBrief articles, technical support packages, and TechFinder abstracts) and NASA
patent applications, where applicable.

» More effective and rapid commercialization of the technology.

NASA Form 1679 is used to fulfill this requirement. The shortcoming of this form is that it is
paper based. Consequently it is time consuming for the innovator to prepare it and for the
NASA NTR representative to transfer the information into NASA TechTracS. The dual goals of
reducing the burden of the Company and NASA Innovator in reporting new technologies and
increasing the productivity of the NASA New Technology Representative, coupled with rise of
the Internet as a transactional medium, motivated NASA to develop an electronic substitute for
Form 1679. NASA eNTRe (Electronic New Technology Reporting) is the result.

TechTracS DBA Manual Page 1



Section: 015.01 Overview

Page 2 TechTracS DBA Manual



Role of DBA in eNTRe Section: 015.02

Role of DBA in eNTRe

The role of the DBA can be small or large depending on whether he/she is also the NASA NT
Rep. If the DBA is not playing the role of NASA NT Rep then there are some very basic steps
that he/she must take to get new users set up. After a new person, has registered on the eNTRe
Web Page, be it Company NT Rep, NASA Innovator or OTR, the DBA will receive an email
with that persons key and 4 character External User Prefix code.

After receiving the email, the DBA must then make sure that a People record exists in TechTracs
at the Field Center for which access was requested. After finding the People record the DBA
must then enter the four-character External User Prefix code (found in the email message) into
the user's People record along with an External User Password. See Figure 1 below.
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Section: 015.02 Role of DBA in eNTRe

Figure 1
[0 = ————People: 542 of M2 records in selection ="———r——— P H

[Ms.]  FirstName [Christie | Middle [H | (7]

Last Name |Starkweather | |

General Info | Personal Info | Awards & Technologies "Enntractg & Keywords "ETG Codes ]

Home Address

aty| [ swe[ ] [

Phone Number | || | SSN [123-44-5678
E-mail Address |c5tarkweather@knnwledgeaharing.cum |
[J Address correspondence to home

Chronology
[ Add.. | [ Edit.. | [Delete..]
Date Description sl
0Z/06/2001 ||[Frevious Company : Knowledge Sharing Systerns =
Devetopoant
L
[ ] - |
MNumber of Chronology ltems : 1
External User Information License Distributions
User Key Calendar Year to Date | $0 |
Password |[daGGOREGE | SHERGE 0]

[J Received Presidential Award

Find by ._. [ Keyword ” Type ” Expertise _I
7% & & % =B

-

i

The DBA must then send an email message to the user providing them with the password.
Note: *The DBA must not give the user their prefix.

If the access is for a NASA COTR or a Company NT Rep, the DBA must also set up a keyword
for their People record indicating their access level.
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Role of DBA in eNTRe Section: 015.02

Note: The keyword to be used for the NASA COTR is.......... COTR.

The keyword to be used for the Company NT Rep is...NT_Rep.

To enter the keyword, go to the Contracts & Keywords page for the concerned People record.
Click the + button on the Keywords title bar. When the Keyword Entry for People file box
opens, click on the New button and enter the appropriate keyword. See Figure 2 below for

reference.
Figure 2
[0 ==———People: 542 of 542 records in selection HEH
[Ms. ]  First Name [ENREAE Middle [H |
Last Mame [Starkweather | Pk
[Genera'l Info "Persnnal Info "ﬁwards & Technologies | Contracts & Keywords ]CTG Codes
Contracts
[ New Window... |
Contract # Contract Title End Date

MNurnber of Contractz: O

|Keu_.| words I

Find by ... [ Keyword ” Type ” Expertise ]

T % 4G ot

i
i

=~

S
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Section: 015.02 Role of DBA in eNTRe

The People record should already exist in TechTracS for these users since they should be set up
as Contacts in the Contract_Grant table. If there are multiple People records for one individual,
the People records must be consolidated.

In order to consolidate a People record, query the records that have the same last name. After
examining each record and confirming which ones are duplicates, select the one record that will
become the master record. See Figure 3 below.

Figure 3

[l =———————"—"FPeople: 2records in selection=>i"————————————— HI H
Mame Telephone MASA | Mail_Code -

Dobson, Craig (734) 214-3500 o[ =

Dobson, M. Craig

Find by ... [ Keyword ” Type ” Expertise _I

?ELHEH S ]
| |

Kl
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Role of DBA in eNTRe Section: 015.02

Go to the Enter menu and select Batch Update Routines... The batch routine window
will be displayed. Select Consolidate Duplicates and click Ok. See Figure 4 below

Figure 4

Choose a Batch Routine...

Consolidate Duplicates -

Create New Keyword...
Expertise Entry

Batch Email

Recalc License Distribution

If the corresponding People record does not exist in the TechTracs ([People]) table, several
issues arise.

If the user requesting access is an innovator, then it is legitimate and the DBA should go ahead
and create a new People record for that user.

However, if the user requesting access is a NASA COTR or a Company New Tech Rep and
there is no corresponding People record, the DBA must inquire about the validity of the request
and confirm the validity of the request and user. After a close investigation, the DBA can then
decide whether to create a People record or not.
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Appendix A Section: 016

Appendix A

Lists
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Lists Section: 016.01
Lists
List Name: Action Assign
Values: NASA Headquarters
Pat ent Counsel
Tech Transfer Oficer
Table Used: Action ltem
Field Used: Assigned By
Characters Stored: 20

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Screen Used On:
Description:

Action Item, Page 1 (Cosmic Action Item)
Individual who entered the action item.

Action Category

01- NTR Process

02- COsM C

03- Tech Transfer Inquiry
04- Contracts

05- Tech Transfer M sc.
06- SBIR HQ

07- SBIR I nquiry

08- SBIR M scel | aneous
09- Ceneral M scel | aneous

10- TQM
11- Trai ni ng/ Conf erence
12- Pat ent

13- TechTracS

14- WW I nquiry

15-Tech Transfer O fice
Action ltem

Number

Action Item, Page 1

Number which identifies the type of Action Item.
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Section: 016.01

Lists

List Name:
Values:

Table Used:
Field Used:
Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:

Characters Stored:

Description:

List Name:
Values:

Table Used:
Field Used:

Characters Stored:

Screen Used On:
Description:

Action From

NASA Headquarters
Pat ent Counsel
Tech Transfer Oficer

Action Item

From

Action Item Input, Page 1 (Cosmic Action Item)

Individual who is given the action item. Do not confuse with “by” field who
is the individual who is making the action item record for the “from”
individual.

Action To

NASA Headquarters
Pat ent Counsel
Tech Transfer Oficer

Action Item

To Screen Used On:Action Item Input, Page 1 (Cosmic Action Item)
25

Individuals(s) assigned to the action item.

Annual Sales
$1- $5M
$15M $25M
$5M $15M
100k- 1M
1k- 100k
<$1M

>$50M
Company
Annual Sales
20

NASA Leads, Page 1 (NASA Lead)

The approximate annual sales of the company lead.
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Lists Section: 016.01
List Name: Application Type
Values: arp

CON

DV

FWC

ORD

PRV
Table Used: Technology
Field Used: P Application Type
Characters Used: Whole String
Characters Stored: 3

Screen Used On:
Description:

List Name:
Values:

Tabl ed Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:
Note:

Patent View, Technology, Page 1
Patent application type.

Awareness

| ndustry Tradeshow
NASA Ad/ Magazi ne
NASA Tech Bri ef
NASA Leads

Awareness

Whole String

30

NASA Leads, Page 1 (NASA Lead)

The medium by which the lead became interested in a NASA Technology.

CG Pub

Do Not Pub
Hol d
Publ i sh

Technology

T CG Pub Code

Whole String

2

Technology, Page 4

Contractor publish decision code.
The DBA should not modify this list.
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Section: 016.01

Lists

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

Dev State

1 - Concept Only

2 - Design

3 - Prototype

4 - MNodification

5 - Production Mdel

6 - Used in Current Work

Technology

T Develop State

1

2

Technology, Page 2 (Abstract/Keywords)

The development state of the technology at the time it was reported.

Docket Category

01 - Disclosure

02 - Techni cal Eval uation

03 - Attorney Eval uation

04 - Further Testing/ Devel

05 - Patentability Search

06 - Review of Search and Patentability
Eval uati on

| nact i vat ed/ Abandon

08 - Application Preparation

09 - Application Filed
10 - Anendnent s/ Fi nal

I nterference

12 - Appeal

14 - Foreign Filed

15 - Hl ected/ Wi ved Cases (Large Entity) -
Application Filed

16 - Patents Granted for Technol ogy

Technology

P Docket Category

2

2

Patent View, Technology, Page 1
The current patent docket category.

Rej ection/ PTO Acti on
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Lists Section: 016.01
List Name: Employees
Values: 1-5
100- 500
15- 25
25-100
5-15
6- 50
<5
>500
Table Used: Company
Field Used: Emps Locally
Characters Used: Whole String
Characters Stored: 10

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:

Characters Used:

Characters Stored:

Screen Used On:
Description:

NASA Leads, Page 1
The approximate number of employees at the lead company.

Eval Class

1
2
3
4

Technology

T 1st Eval Clas

T 2nd Eval Clas

T Final Class

1

2

Technology, Page 3 (Technology Evaluation)
Final technology evaluation classification.
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Section: 016.01 Lists

List Name: Field Center
Values: ARC

GSC

Table Used: Success Stories

Field Used: Space Centers

Characters Used: Whole String

Characters Stored: 80

Screen Used On: Success Stories, Page 2

Description: Responsible Field Center where contract is signed. This List is used in
numerous places throughout NASA TechTracS.

List Name: Job Function
Values: Consul ting
Manuf act uri ng
R&D
Servi ces
Test/ Eval uati on
Table Used: People
Field Used: Job Function

Characters Used: Whole String

Characters Stored: 20

Screen Used On: NASA Leads, Page 1

Description: The general classification of the type of business the lead company does the
majority of their work.
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Lists Section: 016.01
List Name: Lead Result
Values: Par t ner ship
Rel ationship in Progress
Rel ati onshi p Ter m nat ed
Table Used: NASA Leads
Field Used: Result
Characters Used: Whole String
Characters Stored: 25

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

NASA Leads, Page 1
The status of a possible partnership with a lead company after contact by a
NASA representative.

LeadPartnershipType

Joint R&D
Pr obl em Sol vi ng

NASA Leads

Partnership Type

Whole String

25

NASA Leads, Page 1

The type of partnership initiated with a lead company.

Legal Document

Cooper ati ve Agreenent
JSRA

Li cense

MoU

SAA

TTA

NASA Leads

Legal Document

Whole String

25

NASA Leads, Page 1

The type of partnership agreement with the lead.
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Section: 016.01

Lists

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Screen Used On:
Description:

LeRC Eval
D ck
Qitec

Gynel l e
LIFT

Vat t
St eve

LeRC Eval

Evaluator

1

10

Technology, Page 3

The LeRC technology evaluator. This list is only used by LeRC.

License Type

Excl usi ve
Nonexcl usi ve _
Partially Exclusive

License

License Type

1

2

License, Page 1 (License General Information)

The type of license agreement between NASA and the Licensee.

License Units

Dol | ars
Gl | ons
Pounds
Product s
Squar e Feet

License Reports Contents

Units

License, Page 5, Add a Report, Add Report Contents, Units

This list is only appropriate if the Report Code is PP. The number of units
of product for a given dollar amount.
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Lists Section: 016.01
List Name: Partnership Chance
Values: Excel | ent
Fair
Good
Poor
Table Used: NASA Leads
Field Used: Partnership Chance
Characters Used: Whole String
Characters Stored: 9

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Screen Used On:
Description:

NASA Leads, Page 1

The NASA Point of Contact’s opinion of how likely a partnership is with a

lead.

PeopleType

At t or ney

Buyer

Co Contract Rep
Co New Tech Rep
Co Tech Rep PI
Contributor

Div. TU Rep.
Evaluator
Innovator

Inquirer

Inventor

License TT POC
NASA Cont Ofcr
NASA Tech POC
NT Preparer
Success Contact
xPeopleType
Description
People, Page 1 (General Information)

The category the person in the people record falls into.
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Section: 016.01

Lists

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

Priority Type

P1

P2

P3

Technology

A Priority Type

Whole String

2

Technology, Patent View, Page 3

Patent Office technical evaluation priority type. Possible values are “P1”
disclosure will be prepared and filed as a patent application, “P2” disclosure
currently under evaluation/search, “P3” disclosure will not be filed as a
patent application and is inactivated.

PT Pub

A. I nvention Oamed by NASA - NASA Pat ent

B: Invention Owned by Inventor - Inventor Patent

C: Invention Owned by NASA - Patent Pending

D: Invention Owned by Inventor - Patent Pending

E: Ownership Indefinite or Owned by NASA - Patent Indefinite

F: No Patent Action Contemplated by NASA

G: (Ga) Waived Inventions - No Patent

H: Elect to Retain Title to Invention

O: On Hold

N: Not to be Published

X: (Gb) Waived Inventions - Patented

Technology

Patent Status

1

Text

Technology, Page 4

Indicates the current status in processing on the particular case by the
Patent Office. This status is more accurate as opposed to the Docket
Category.
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Lists Section: 016.01
List name: Publication Name
Values: LASER Tech Bri ef
NASA Tech Brief
New List Item
SPIE Conference
TECH 2000 SERIES
Table Used: Technology
Field Used: T TB Title
Characters Used: Whole String
Characters Stored: ~ Text

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:
Satisfactory
Unsatisfactory
Description:

Technology, Page 6

Title of the invention disclosure Technical Brief.

Report As
U

GE

LE

NP

SB
Technology
P ReportAs
2

2
Technology, Page 1

Indicates where the invention disclosure was reported from. “GE” for
Government Entity, “LE” for Large Entity, “SE” for Small Entity, “CU” for

College/University, or “NP” for Non-Profit.

Report Status
More I nfo. Required

This list is no longer used.
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Section: 016.01

Lists

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

RoyaltyTotalCodes
AVR - Annual M ni num Royal ty
IF - Initial Fee

OTHER - Other Royalty

RR - Running Royalty

License Royalties

Code

Whole String

7

License, Page 4

The type of royalty payment to NASA from the licensee.

Staff

Action Item

To

Action Item, Page 1

Individuals Assigned to the Action Item.

TB Category

01 - Electronic Conponents and Grcuits
02 - Electronic Systems

03 - Physical Sciences

04 - Materials

05 - Life Sciences

06 - Mechanics

07 - Machinery

08 - Fabrication Technology

09 - Mathematics and Information Sciences

Technology

T TB Category

2

2

Technology, Page 6

Tech Brief Category as listed in the front section of Tech Brief magazine.

Page 12

Revised 04/19/2000 TechTracS DBA Manual



Lists Section: 016.01
List Name: Tech Eval
Values: COosM C
LeRC
Organi zati on
Per sonal
Subcont r act
Table Used: Technology
Field Used: T Eval Type
Characters Used: 1
Characters Stored: 2

Screen Used On:
Description:

List Name:
Values:

Table Used:
Field Used:
Characters Used:

Characters Stored:

Screen Used On:
Description:

Note:

Technology, Page 3

Invention disclosure evaluator type. “P” People,“O” Organization, “L”

LeRC Evaluators, or “C” Cosmic.

Tech Origin

G antt

Joi nt

Mul tiple
NASA

Prinme
Subcont r act
Technology
Origin

1

2

The origin of the new technology/innovation. “J” Joint, “P” Prime, “N”

NASA, “G” Grant, or “M” Multiple.
This list should not be edited.
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Section: 016.01 Lists

List Name: TOPS Category

Values: Communi cati on
Envi r onnent
| nstunment ati on
Mat eri al s
Medi cal
Sensors
Sof t war e

Table Used: TOPS Category

Field Used: Category

Characters Used: Whole String

Characters Stored: 25

Screen Used On: TOPS, Page 2 (TOPS Cont’d)

Description: The general classification of the TOPS technology
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Appendix B

Group Descriptions for the Password Guide
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Group Descriptions for the Password Guide Section: 017.01

Group Descriptions for the Password Guide

XYZ -
This group is managed automatically. Ignore this group.

XYZTTO
Reserved for users working in the Technology Transfer department. Every one in this group is
automatically put in the XYZ- group.

XYZ Patent
Reserved for users working in the Patent department. Every one in this group is automatically put

in the XYZ- group.

Develop
This group is reserved for Developers. No one must be set in this group.

4D Write

This group controls the access to the 4D Write licenses. The AutoAgent is automatically granted
one license. Only people who are assigned to edit template letters or people who may need an
integrated word processor should be set in this group.

Agent
This is used for WAN operations. It controls the access to AgencyWide and NTAS. No one
should be set in this group.

Patent
This group is managed automatically. Ignore this group.

Technology
This group is managed automatically. Ignore this group.

Alt Views TT
Allows users in TTO group to display the Patent views.

Alt Views Pat
Allows users in Patent group to display the TTO views.
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DBA
This group is not related to the field center Administrator. It gives the user the ability to export
records, and apply formulas.

Delete
Allows users to delete records without any other administrative privileges.

Guest
A guest user is authorized to access the database in Read Only mode. This means no record can be
added or modified.

Classified
The users in this group are allowed to see and modify the “Social Security Number" field.

Budget
Ignore this group.

Kiosk
The users in this group are granted access to the special Kiosk interface designed for Touch
Screen.

AWRelease/Success
Users in this group may release Success Stories records for Upload to HQ, by setting the
Upload to HQ checkbox on the General Information screen.

AWRelease/Technology
Users in this group may release Technology records for Upload to HQ, by setting the Upload
to HQ checkbox on the General Information screen.

AWRelease/License
Users in this group may release License records for Upload to HQ by setting the Upload to
HQ checkbox on the License General Information screen.

Public/Contract
Users in this group may release Contract Grant records to "NTAS for public access"”, provided
the record has PCApproval from the Technology table.
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Public/TOPS
Users in this group may release TOPS records to "NTAS for public access", provided the
record has PCApproval from the Technology table.

Public/License
Users in this group may release License records to "NTAS for public access", provided the
record has PCApproval from the Technology table.

Public/Technology
Users in this group may release Technology records to "NTAS for public access"”, provided the
record has PCApproval from the Technology table.

Public/Success
Users in this group may release Success Stories records to "NTAS for public access”, provided the
record has PCApproval from the Technology table.

AW Release
This group is allowed to mark a Contract Grant record, a Success Stories record and a Technology
record for public access. A Success Stories record can also be marked as "Submit to HQ".

DataDict
Users in this group get the permission to edit data in the Data Dictionary fields and distribute the
Data Dictionary from AgencyWide to the field centers.

No Report
Users of this group are denied access to the Quick Report function.

All Sites
This group is managed automatically. Ignore this group.

PCApproval
Users in this group may make changes to the Releases fields of the Technology record with the
Patent view.

AW Release Partnership
Users in this group may release Partnerships records for Upload to HQ, by setting the Upload
to HQ checkbox on the General Information screen.
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NTR View
Users in this group may access the NTR view of Technology.

HQ Pat Stats
This is a security feature. Ignore this group.

Public/NTAS

Users in this group may release Success Stories, Technology, TOPS, License, and Contract Grant
records to "NTAS for public access”, provided the record has PCApproval from the Technology
table.
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List of Various Letters Section: 018.01

List of Various Letters

100 Series Contract_Grant Letters

The following letters are available for printing from the Contract_Grant table:

100
101
102
110
111
112
130
131
132
140
141
142
150
151
152
160
161
162
165
166
167
170
171
172
175CG
176CG
177CG
199CG

Initial Letter to Contractor - NT Clause

Initial Letter to Contractor - Patents Rights (Contractor Clause)
Initial Letter to Contractor - Patent Rights (Grantee Clause)

Initial Letter to NASA Tech Rep - NT Clause

Initial Letter to NASA Tech Rep - PR (Contractor Clause)

Initial Letter to NASA Tech Rep - PR (Grantee Clause)

Request at End of Contract to Contractor - NT Clause

Request at End of Contract to Contractor - PR (Contractor Clause)
Request at End of Contract to Contractor - PR (Grantee Clause)
Request at End of Contract to NASA Tech Rep - NT Clause

Req. at End of Contract to NASA Tech Rep - PR (Contractor Clause)
Request at End of Contract to NASA Tech Rep - PR (Grantee Clause)
Request for Specific Items - NT Clause

Request for Specific Items - Patent Rights (Contractor)

Request for Specific Items - Patent Rights (Grantee)

Request at End of Contract to Contractor - NT Clause

Request at End of Contract to Contractor - PR (Contractor Clause)
Request at End of Contract to Contractor - PR (Grantee Clause)
Certification of Compliance to Contractor - NT Clause

Certification of Compliance to Contractor - PR (Contractor Clause)
Certification of Compliance to Contractor- PR (Grantee Clause)
Request at End of Contract to NASA Tech Rep - NT Clause

Req. at End of Contract to NASA Tech Rep - PR (Contractor Clause)
Request at End of Contract to NASA Tech Rep - PR (Grantee Clause)
Certification of Compliance to NASA - NT Clause

Certification of Compliance to NASA - PR (Contractor Clause)
Certification of Compliance to NASA - PR (Grantee)

Withholding of Payment - NT Clause
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The following letters are available to be printed from the Technology table:

700 Series Technology letters

700 Initial Letter to NASA Innovator

701 Initial Letter to Contractor Innovator

702 Initial Letter to COSMIC

710 Class 1 - Notify NASA Innovator

711 Class 1 - Notify Contractor Innovator

720 Class 2 - Notify NASA Innovator

721 Class 2 - Notify Contractor Innovator

730 Class 3 - Reevaluate Class 1 - Notify NASA Innovator
731 Class 3 - Reevaluate Class 1 - Notify Contractor Innovator
732 Class 3 - No Reevaluation - Notify NASA Innovator

733 Class 3 - No Reevaluation - Notify Contractor Innovator
740 Class 4 - Reevaluate Class 1 - Notify NASA Innovator
741 Class 4 - Reevaluate Class 1 - Notify Contractor Innovator
742 Class 4 - No Reevaluation - Notify NASA Innovator

743 Class 4 - No Reevaluation - Notify Contractor Innovator
750 Draft Tech Brief to NASA Innovator

751 Draft Tech Brief to Contractor Innovator

752 Tech Brief Copy to NASA Innovator

753 Tech Brief Copy to Contractor Innovator

760 Evaluation Questionnaire to Non-NASA

790 Release to Disseminate SBIR Data

761 Evaluation Questionnaire to NASA Employee or Contractor at NASA
770 LeRC Final

780 New Letter to Inventor
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Section: 018.01

800 Series Patent Letters

800
810
820
830
831
832
833
834
840
841
842
850

Patent Initial Docket Letter to NASA Innovator
Patent Inactivated Letter to NASA Innovator
Confirmatory License Request(Contractors)
Patent Applied For - NT Clause to CCR
Patent Application Filed to NASA Innovator
Patent Issued to NASA

Patent Issued to Company

Copy of U.S. Patent to NASA Innovator
Novelty Search - asap

Novelty Search

Inventor comments on Novelty Search
Forward License to HQ
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4D Write Error Codes
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4D Write Error Codes

1000 - The paragraph is too large.

1001 - Invalid paragraph type.

1002 - Error while printing.

1003 - Invalid left margin (too close to the right margin).

1004 - Invalid indentation (too close to the right margin).

1005 - Invalid right margin (too close to the indent and/or left margin).

1006 - Invalid tab parameter.

1007 - Invalid array parameter. Array is not a valid type or size, or is not an array.

1008 - Your document is too large. Only a part of the document will be displayed.

1009 - There is not enough memory to copy or cut your selection.

1010 - Out of memory. A part of the document is lost.

1011 - Out of memory. Make the document shorter.

1012 - The file could not be saved.

1013 - Invalid selection. The beginning of the selection is before the start of file or the end of
document is before the beginning of the selection.

1014 - Invalid reference to an external file.

1015 - The file could not be read.

1016 - Invalid menu item number.

1017 - This field does not seem to be a 4D Write field.

1018 - Unknown file type.

1019 - Invalid hot link type.

1020 - This hot link does not exist.

1021 - Error number.

1023 - Invalid 4 th Dimension file number.

1024 - A field of type Text can accept a maximum of 32000 characters.

1025 - You have not installed the correct Claris translators to read/write this file.

1026 - Out of memory. This command cannot be undone.

1027 - Invalid MacWrite™ file. Try opening the file with MacWrite.

1028 - Invalid parameter for the command WR SELECT.

1029 - This file does not contain a style sheet.

1030 - String is too long.

1031 - XTND is not installed.

1032 - This file does not exist.

1033 - The file could not be created.

1034 - No picture has been selected.

1035 - Invalid “Size” parameter.
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1036 - Invalid “Position” parameter.

1037 - No references have been selected.

1038 - This style does not exist.

1039 - String too long to name a style sheet.

1040 - Value is out of range.

1041 - Insufficient memory to execute this command.

1042 - This font does not exist.

1043 - Invalid character size (less than O or greater than 127).

1044 - Invalid event type.

1045 - This procedure does not exist.

1046 - Invalid variable.

1047 - Invalid field reference.

1048 - Invalid option number.

1049 - This area cannot be saved because there is no current record.
1050 - There is not enough memory to display the debug window.
1051 - This path does not exist.

1052 - Insufficient memory for pasting selection.

1053 - You cannot insert a field. No file available.

1054 - The first parameter is invalid.ODES C

1055 - The second parameter is invalid.

1056 - The third parameter is invalid.

1057 - The fourth parameter is invalid.

1058 - The fifth parameter is invalid.

1059 - XTND is already active. Only one operation can be performed at a time.
1060 - You cannot insert a sub-field.

1061 - At least one hot link has been removed because it was not published.
1062 - At least one hot link has not been updated, for insufficient memory.
1063 - Hot link cannot be published under this name, it already exists.
1064 - Hot link cannot be subscribed, it would create circular references
1070 - Cannot insert hyphen at this place.

1071 - There is already a hyphen at this place.

1072 - There is no hyphen to remove at this place
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NASA TechTracS Expressions

Section: 020.01

NASA TechTracS Expressions

Last Name of the Company
Contract Representative (Co
Contract Rep).

Name Reference | Description Example Results of
Table Example
Attorney Name| Technology Lists the name of the AttorneyName | John P. Smith
attorney specified in the
selected Technology records.
If there is none, a blank field
will be returned.
Caseltems Contract_Grant | Query the Technology table | Caseltems -KSC-123
for all records with the cur- Title1123
rent Contract Number and (Received
lists their case number, title, 12/12/96)
and the notification received -KSC-456
date. If no records are found, Title456
the string "None" will be (Received
returned. 01/01/96)
CC CompTR | Technology If the technology record has | CC CompTR | CC: MS-123/
a Contract Number, this 4D John P. Smith
expression will query the
corresponding Company
New Technology Repre-
sentative (Co New
Tech Rep) and return "CC"
and his mail code, first name
and last name. If there’s no
Contract Number or no
assigned Co New Tech Rep,
a blank field will be returned
CC Rep Dept | Contract Grant | Returns the Department field| CC Rep Dept | Co Contract
(Dept) of the Company Rep
Contract Representative Department
(Co Contract Rep). Name
CC Rep Name | Contract Grant | Returns the First Name and | CC Rep Name | John P. Smith

CC Rep Title

Contract Grant

Returns the Title of the
Company Contract Repre-
sentative (Co Contract Rep).

CC Rep Title

Co Contract
Rep Title
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NASA TechTracS Expressions

Title and Address for this
person

Name Reference | Description Example Result of
Table Example
Company_ Company Returns the complete HQ Company_ Street Address
Address address with carriage returns | Address City, State,
for the current company ZipCode
record.
Company_ Company Returns the company name | Company_ Name of
Name followed by a carriage return | Name Company
for the current company
record. When given Company_
Company Code it returns a | Name([Table]
Company Name field name)
CoNewTech Technology Query the People table for CoNewTech Department Rep
the Company New Tech- Rep Name
nology Representative John P. Smith
associated with the Contract Title
Number in the corresponding Street Address
Contract Grant record. It will City, State
return the Department, Name ZipCode

Contract Grant

Contract Grant

Test the field "Kind of
Activity" in the Contract
Grant table if it is "Contract
Order" or "Research Grant",
respectively "Contract" or
"Grant" will be returned.

Contract Grant

"Contract" or
"Grant"

Contrctr Grntee| Contract Grant | Test the field "Kind of Contretr Grntee| "contractor" or
Activity" in the Contract "grantee"
Grant table. Returns the text
"contractor" or "grantee" if
the field value is "Contract
Order" or :Research Grant"
respectively.

COTR MC Contract Grant | Return the Mail Code and COTR MC MS-123/John

Name Name of the NASA Contract| Name P. Smith
Officer (NASA Cont Ofcr).

Due Date generic Returns the date determine Due Date(10) "4/20/98" if
by adding the specified current date is
number of days to the current 4/10/98
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Section: 020.01

Name Reference | Description Example Result of
Table Example
ExpTB generic Returns the T.B. Category ExpTB Electronic
Category for the specified code. See Category(2) Systems
the TB Category list.
FromPrpMS_ | Technology Returns the Title of the FromPrpMS_ | MS-123/Pre-
Title Technology Preparer and Title parer Title
his/her Mail Stop related to
the current Technology FromPrpMS_ | TTO Name &
record. If none has been Title(0) Installation
assigned to the Technology
record, the name of the Tech | FromPrpMS_ | TTO Name &
Transfer Officer and Instal- Title(1) Mailstop
lation or Mailstop.
GetMonth generic Returns the month name for | GetMonthName| "January" If
Name the specified date. ([Technology] | Last Updated
TB_Month) is 01/10/98
GetMonth generic Returns the two character GetMonth "05" if Pub
Number number representing the Number([Tech- | Month is May
month number of the nology]T TB
specified month name. Pub Month)
HomeAddress | People For the current record in the | HomeAddress | Home Street
People table, the Home Address,
Address of the person. If Home City
there is none, nothing will State Zip
be returned.
InventorList Technology Returns list of names of InventorList John C. Smith
innovators for the current John P. Smith
Technology record. With InventorList etc.
optional separator. "M John C. Smith,
John P. Smith
Last Name generic When given the People Code| Last Name( "Smith" if
returns the corresponding [Contract_ Smith is linked
Last Name. This function Grant]Co New | to Contract_
queries the People Table. Tech Rep) Grant.
Month Name Technology Returns the Name of the Month Name Name of
month for the current Tech- Month
nology record, T TB Pub
Month field.
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NASA TechTracS Expressions

returns the title of the
Company New Technology
Representative for the
current Contract-Grant.

Name Reference | Description Example Result of
Table Example
MonthEnd generic Returns the date of the last MonthEnd( "5/30/98" if
day of the month for the [Technology] Filing Dt is
supplied date. P Filing Dt) 5/10/98
MStop_ Technology For the current Technology | MStop_ "MS-123/John
Evaluator record, returns the Mail Code| Evaluator P. Smith" if
and Name of the Technology Smith is linked
Evaluator if present. to Technology
as T Eval Code
MStop_PName| People For the current People record| MStop_PName| "MS-123/
this expression will return John" or "John
the Mail Code adn the First P. Smith"
Name if the "Mail to
Contractor’s NASA Mail
Code" is checked. If not,
the First Name, Middle
Initial, and Last Name will
be displayed instead.
NT Rep Contract Grant | Queries the People table and | NT Rep See People
Address returns the address of the Address Address
Company New Technolgy
Representative for the
current Contract-Grant.
NT Rep Dept | Contract Grant | Queries the People table and | NT Rep Dept "Department
returns the Department of the Name"
Company New Technology
Representative for the
current Contract-Grant.
NT Rep Name | Contract Grant | Queries the People table and | NT Rep Name | "John P.
returns the full name of the Smith"
Company New Technology
Representative for the
current Contract-Grant.
NT Rep Title | Contract Grant | Queries the People table and | NT Rep Title Title
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Section: 020.01

Name Reference | Description Example Result of
Table Example

NTISDescrip- | generic Queries the People table and | NTISDescrip- "GRAPHICS

tion returns the NTIS description | tion(NTIS COMMUNI-
that matches the 4 character | Code CATION" if
NTIS code passed to this NTAS Code is
4D expression. 45E

Org Name Technology Queries the Org Codes tables| Org Name( Organization

and People and returns the Name field [People]Org Name
for the record matching the Code)
the passed Org Code.

Org_BName generic After querying the People Org_BName( Org Name of
table using the passed people| [TOPS]CTO CTO POC
code, returns the organi- POC) people record.
zation code and its name.

PeopleAddress | People For the current People record| PeopleAddress | Street Address
the Home Address will be City, State Zip
returned if the field "Address
correspondence to home" is
checked. If not, the regular
address with the Mail code
will be returned.

PeopleCom- Company Returns the Name of the PeopleCom- Company pany
company for the current pany Name
company record.

PeopleComp People Returns the Company Name | PeopleComp Company

Dept and the Department (Dept) Name
for the current People record Person’s
if the field "Address cor- Department
respondence to home" is not
checked.

PeopleFax People Returns a formatted fax PeopleFax (123)456-7890
number for the current
People record.

PeopleHome People For for the current people PeopleHome Street Address
record, returns the address of City, State Zip
the person.
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NASA TechTracS Expressions

Name Reference | Description Example Result of
Table Example
PeopleMail- People If the field "Address cor- PeopleMailStop| "M.S. 1234"
Stop respondence to home" is not if Mail Code is
checked, the Mail Code for 1234.
the current People record
will be returned. If the field
is checked, a blank string
will be returned.
PeopleName People Returns the full name from | PeopleName "John P.
or a People record. The People Smith"
PeopleNameX table will be queried if the PeopleName( "John P.
people code is supplied as a | [TOPS]CTO Smith" after
parameter. PeopleNameX POC) query.
returns "Unassigned" if
there is no name.
Note: Not to be
used in the People table
PeoplePhone People Returns a formatted phone PeoplePhone (123)456-7890
number for the current
People record.
PeopleTitle People Returns the title of the PeopleTitle Person’s Title
current people record.
People_CCR Contract Grant | For the current Contract- People_ CCR Department
Grant record, returns the Name
Department, the Name of the John P. Smith
person, the Title, the Mail- Title
Stop, and the entire address Street Address
of the Company Contract City, State
Representative (Co Contract ZipCode
Rep).
People_ Technology Returns the Name of the People_ Company_
Company Company and its Address for] Company Name
the one company that is Company_
related to the Contract Address
Number of the current
Technology record. After
This expression, both a
Contract-Grant record and
a Company record are loaded
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Section: 020.01

Name Reference | Description Example Result of
Table Example
People_COTR | Contract Grant | For the current Contract People_COTR | Company
Grant record, information is Name
returned about the NASA Department
Technical Point Of Contact Name
after querying the People John P. Smith
table. It will consist of: the Title
person’s company name, Street Address
department, name, title and City, State
address. ZipCode
People_Eval People For the current People record| People_Eval Company
returns: person’s company Name
name, department, name, Department
title, mailstop and address. Name
John P. Smith
Title
Mailstop
Street Address
City, State
ZipCode
People_INN People For the current People record| People INN Company
returns: person’s company Name
name, department, name, Department
mailstop and address. Name
John P. Smith
Mailstop
Street Address
City, State
ZipCode
People_IN People For the current People record| People IN Company
NASA returns: person’s company NASA Name
name, department, name, Department
title and address. Name
John P. Smith
Title
Street Address
City, State
ZipCode
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NASA TechTracS Expressions

Name

Reference
Table

Description

Example

Result of
Example

People_ NASA

Contract Grant

For the current Contract

People_ NASA

"MS-123/John

related to current Company
record.

CO Grant record a query is CcO P. Smith: if
performed on the People Smith is linked
table using the NASA to Contract-
Contracting Officer link. The Grant as
expressin returns Mail Code NASA Cont
and full name of the person. Ofcr.

Potential Items| Contract Grant | For the current Contract- Potential Items| (1) Pot Rep
Grant record, function lists Title One
every related Potential (2) Pot Rep
Reportable Item. If none are Title Two
associated, the string "none" etc.
will be returned.

PrepNameExtn | Technology Returns the full Name and PrepNameExtn | "John P.
Phone extension of the Smith" if
Technology Preparer. Smith is

Preparer for
Technology
and 123 is his
extension.

PrepNameTitle | Technology Returns the full Name and PrepNameTitle | "John P.
Title of the Technology Smith Person
Preparer. If none, nothing Title"
will display.

QRCGCo Contract Grant | For the current Contract QRCGCo Company
Grant record, the associated Name
Company Name, Full ad- Street Address
dress, and Phone is returned. City, State

ZipCode
(123)456-

7890 EXT: 123

QRCoCase Company Returns list of all Tech- QRCoCase KSC-12345

Num nology Case Numbers, Num KSC-45678
related to all Contracts KSC-54321
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Section: 020.01

Name Reference | Description Example Result of
Table Example

QRCoCG Company For the current Company QRCoCG NAS13-96731
record, returns a list of relat- "Restoration of"
ed Contract Number(s) and NAS13-731
Titles. "Data

Conversion"

QRCoPeople Company For current Company record | QRCoPeople John P. Smith
returns the full Name of the John T. Jones
related people. etc.

Region generic Returns the name of the Region([People| "South East"
region containing the ]State) if State is FL
specified state. The regions

are: Far West, South East,
Mid-Cont, Mid-West, Mid-
Atlantic, Northeat, Unknown

Sal generic Returns the Saluation of the | Sal([TOPS] "Miss", "Mr.",
People record referenced by | CTO POC) "Dr.", etc.
the specified People Code
after querying the People
table.

Sal and LName| generic Returns ths Salutation and Sal and LName| "Miss Smith"
Last Name of the People ([TOPS]CTO "Mr. Jones"
record referenced by the POC) etc.
specified People Code after
querying the People table.

SICDescription| generic Returns the Standard In- SICDescription| "Knitting
dustrial Classification ([Company] Machines" if
description for the specified | SIC Code) SIC Code is
SIC code. 508493

SSN People Returns a formatted Social SSN "123-45-6789"
Security Number for the or
current People record if the "Classified"
user is in the "Classified"
security group.
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NASA TechTracS Expressions

Rep, the Company Name
and Address will be returned,

Name Reference | Description Example Result of
Table Example
Techltem Technology Expands "TM" and "BN" Techltem "Technical
Report Number field for the Memorandum
current Technology record. 1234" if TM
or "Patent
Disclosure
1234" if BN
else "New
Technology
Ttem"
Techlnnovators| Technology Returns list of names of Techlnnovators | John P. Smith
innovators for the current John T. Jones
Technology record. etc.
Tech_Evaluator| Technology For the current Technology | Tech_Evaluator| Company
record, returns the Company Name &
Name and Address of the Address for
Technology Evaluator ac- for COSMIC
cording to its type or
(COSMICOrganization, or Organization
Person) People_Eval
otherwise.
TechOrgCodes | Tech_Org_ Returns a code for the current| TechOrgCodes | "123..." or
Codes Technology record. "ABC..." or
"abc..."
ToCompany Contract Grant | Returns the Company Name | ToCompany Company
and Address for the current Name &
Address
ToCompfrm Technology Returns the Company Name | ToCompfrm Company Tech
and Address for the Contract | Tech Name &
Grant record related to the Address
current Technology record.
ToCompy_or_ | Contract Grant | Returns the Compan Name, | ToCompy_or_ | CO Contact
CCR Company Contract Repre- CCR Rep
sentative Name, Title, Mail information
Stop, and Address of the CO or Company
Contact Rep for the Contract Name &
If there is no Co Contract Address
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Section: 020.01

Name Reference | Description Example Result of
Table Example
ToCompy_or_ | Technology For the current Technology | ToCompy_or_ | PeopleName
Eval record, returns the Address. | Eval(1) and People-
Pass "0" or "1" as a para- MailStop
meter to get either the Name | ToCompy_or_
and Address or the Name Eval PeopleName
and Mail Code. If the Tech- and Company-
nology Evaluation Code(T Name or
Eval Code) is a Person ("P"), PeopleName
then company contact’s Ad- and People-
dress or Mail Code will be Address or
returned. If "T Eval Code" Company_
is an Organization ("O"), the Name and
Company’s Address or Mail Company
Code will be returned. Addresss
ToNASATech | Contract Grant | For the current Contract ToNASATech | "MS-123/John
Rep Grant record, returns the Rep P. Smith" if
Mail Code and Name of the Smith is linked
Technical Point of contact to Contract-
after querying the People Grant as
Table. NASA Tech
POC.
UPN Descript | Inventory For the current Inventory UPN Descript | "Project
record, returns the UPN Support" if 7
Description after querying Digit UPN is
the Program Code table 5948410
using the 7 Digit UPN field
vTTName generic Returns the Name of the vTTName As shown in
Technology Transfer Officer Constants
record.
vTTTitle generic Returns the Title of the vTTTitle As shown in
Technology Transfer Officer Constants
record.
vITMailStop | generic Returns the Mail Sto of the | vTTMailStop | As shown in
Technology Transfer Officer Constants
record.
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NASA TechTracS Expressions

Name Reference | Description Example Result of
Table Example
vTTPhone generic Returns the Phone number vTTPhone As shown in
of the Technology Transfer Constants
Officer. record.
vPATName generic Returns the Name of the vPATName As shown in
Patent Counsel. Constants
record.
vPATTitle generic Returns the Title of the vPATTitle As shown in
Patent Counsel. Constants
record.
vPTMailStop | generic Returns the Mail Stop of the| vPTMailStop | As shown in
Patent Counsel. Constants
record.
vPATPhone generic Returns the Phone number vPATPhone As shown in

of the Patent Counsel.

Constants
record.
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